1 1LE-WAGON OFFICE: Paymaster's office on newest 
rdreadnaught, the 45,000-ton “Missouri.” This office serves 
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Eh Maas 


Reproduction of Victor 
advertisement appearing 
this month in 
FORTUNE 


Timing...from Hell to B 


You may remember the morning after 
that first B-29 raid on Japan. But you've 
forgotten the three-minute egg that you 
slowly spooned as you hurriedly de- 
voured the news. Yet the raid and the 
egg both hit the spot because both had 
the benefit of . . . timing. 

It took timing—and teamwork— vo hell- 
blast the Jap mainland six months ahead 
of schedule. We know, because we were 
in on it in a small way—the Norden 
Bombsights that we make for the Army 
being on that mission. And we have the 
timing and teamwork of eighty sub-con- 
tractors, and the experts of the Army 
Air Forces, to thank for the satisfaction 
we felt as we read our newspaper on the 
morning of last June 16. Some of our 
team of eighty were great industries, 
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already loaded with war work. Others 
were smaller enterprises, but just as 
busy. All were hand-picked for special 
skills. And all had the spirit to add this 
job to the rest, and gear themselves into 
the timing of the team. 

Oddly enough, timing happened to be 
the stock in trade of one of this able 
group. That was N. H. Rhodes, Incor- 
porated, of Hartford, Conn. Their tim- 
ing devices, that now split seconds 
into hundredths, had their peacetime 
counterparts on kitchen ranges, washing 
machines, and other electrical appli- 
ances all over the country. Perhaps one 
of them prevented your 
three-minute egg from V | C T 0 6 
hard-boiling—on that 
history-making morning 


reakfast! 


of June 16! 

We mention the Rhodes organization 
only because it is typical of all the 
members of Victor's Norden Bombsight 
Team. They all pitched in on a new job, 
an unheard-of job, and gave it every- 
thing. They all helped make teamwork 
and timing possible. 

That’s the kind of all-out, from-hell- 
to-breakfast spirit and resourcefulness 
that will insure, to America at peace, 
products better than its prewar best... 
arriving on time! 


ADDING MACHINE CO. 
STILL WORKING WITH RIGHT ANSWEPS 
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An unbeatable combination—sheer, sturdy, 
quality MARATHON SILK, and Columbia's 
PRECISION-CONTROLLED FLUID INKING! 


BEAUTIFUL— 


Dignified, crystal-sharp impressions for prestige- 
building “executive quality” correspondence. | 


DURABLE— | 
Withstands heavy, ribbon-cutting typing and tabu- 
lating; it’s Marathon Silk that gives this super-wear! 

VERSATILE— 


For use on all makes of manually and electrically- 


operated typewriters, adding, billing and tabulat- 
ing machines. 


ECONOMICAL 


This unbeatable combination of Marathon Silk and 
Columbia fluid inking far outwears other types of 


ribbons. Standardize your purchasing on MAR- 
ATHON—for many uses. 


Ask your dealer or contact the Columbia Office 
nearest you for prices and demonstration. 


* * * 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office and Factory: Glen Cove, L.1., N.Y. 


New York @ Kansas Cty, Mo. @ Chicago 
@ Detroit @ Milwaukee @ Minneapolis @ 
Nashville @ Philadelphia @ Pittsburgh @ 
Cincinnati (Harris-Moers Co.) @ Portland, 
Ore. Also: London, England; Sydney, 
Australia 


a 
EXECUTIVES 


HAVE AN EYE 
FOR SILK 


c..% 
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9 | Nothing Performs Like SILK MARATHON — 
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January, 1945 When writing advertisers please mention Orrice Equipment Dicest 
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NVESTMENTS in critical manpower pay extra 

dividends . . . where seating for office production 
workers is adjustable to the physical characteristics 
of the individual. 

The extra hours required in stepped-up production 
for global war has focused attention on the advantages 
of correct seating as never before. And... right now... 
GoodForm Aluminum Chairs speed the war effort in 
offices throughout America. 

When men and metal and machines are available, we 
shall again build GoodForm Aluminum Chairs... com- 
fortable chairs that are functionally adapted to the 
requirements of all phases of business seating. 

In the peace that lies ahead . . . GF dealers will find 
increased opportunity to eliminate needless fatigue by 
the proper seating of business, industry and commerce. 


THE GENERAL FIREPROOFING COMPANY + ouagacoue 7. Ohca 


METAL DESKS © ALUMINUM CHAIRS - METAL FILING CABINETS - STEEL SHELVING - FILING SUPPLIES - SAFES - STORAGE CABINETS: 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


January, 1945 
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Smpressi ve 


bring 
Kepeat Business 


Impressions 


NOTHING MADE IS EVER 
“GOOD ENOUGH” 


Development work on Red Feather 
Stencils and Duplicator Supplies con- 
tinues in our Laboratory day and night. 
This has been our practice in the past 


and is our pledge of the future. 


Better and more materials for a Bigger 


and Better job. 


Write for illustrated catalog, samples and complete details. 


RED FEATHER PRODUCTS LTD. | 


--« REDWOOD CITY: CALIFORNIA. 
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When writing advertisers please mention Orrice Equipment Dicest 
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HUMAN BEINGS 


ARE NOT MADE FROM 


BLUEPRINTS! 


... THAT'S WHY 
DO/MORE POSTURE CHAIRS 
ARE PROPERLY FITTED 
TO EACH INDIVIDUAL USER » > 


The tall...short... fat... lean or average 
... to sit correctly and comfortably, should 
have chairs properly fitted to their physical 
and occupational requirements. This is 
easily accomplished with Do/More chairs 
... they are correctly designed ...and ad- 
justed to fit the user... by trained Seating 


pecialists. Acc ur invitation (shown 

S _ ate (sho AN INVITATION 

at right) and determine that your seated You are invited to test the v value of the combination 
c on your 


onnel can do more with Do/More, ines— without 
pers / ay ag 
ecessary. 


(not forgetting yourself). isn 
Write for folder D-70, Domore Chair Company, Inc., Dept. 124, Elkhart, Indiana. 


 DO/MORE 
es SCAMNG SCUCE 
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Specializing 


e Vertical Files « Card Cabinets « 
Tabulating Card Files e Adjustable 
Drawing Tables e Blueprint Cabinets 
e Book Case Sections e Lockers 


For many years we have supplied the trade 
with high quality office equipment items of 
wood. Be it a single cabinet or a special 
installation consult us. We serve the entire 
United States. 


IMMEDIATE DELIVERY 


NEW ENGLAND 


WOODWORKING CO. 


512 East 137th Street New York, N. Y. 


Controllers, Office Managers January, 1945 
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SUPREME IN MANIFOLDING 
MARVELOUS IN WEAR 


HIGHEST EFFICIENCY 
CREATES NEEDFUL ECONOMY 


The most wonderful sheet of Carbon ever produced because its wear is phe- 
nominal, thus saving money and creating Economy. Made in the FOUR above 
Brands each in FOUR weights and FIVE distinct finishes to give perfect results. 
KEE LOX 1944 DUPLICATOR CARBON leads the World in perfect results 
from all machines in strong Copies and long runs. Send for free Samples of 
New Process and Duplicator to any of the offices listed below. 


KEE LOX MFG. CO., ROCHESTER 1, N. Y., U. S. A. 


Branches in Atlanta, Baltimore, Birmingham, Boston, Chicago, Cincinnati, Cleveland, Dallas, — 
_ Denver, Detroit, Houston, Indianapolis, Jacksonville, Kansas City, Los Angeles, Louisville, — 
Memphis, Milwaukee, Minneapolis, New Orleans, New York, Omaha, Philadelphia, Pitts- 
burgh, Portland (Oregon), Rochester(New York), St. Louis, Salt Lake City, San Francisco, 

| Toledo, Tulsa; Buenos Aires, Havana,Sydney,.or to Export Dept. Rochester 1, N. 
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vy Largely responsible for Corry-James- 

town’s success is the founder, Mr. D. A. | 
Hillstrom. Relentless in his quest for 
ways to improve “Steel Age” products, 
he has built an organization constantly 
dedicated to producing improved prod- 


ucts and services. 
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of ACHIEVEMENT... 


vx Corry-Jamestown celebrates its 25th birthday this month! Over those 
years, we have multiplied our manpower from 10 to 350... our floor space 
from 20,000 to 185,000 square feet. But, more important, we have established 
a record of integrity and a reputation for quality that transcends physical 


measurements. 


vx Today “Steel Age” is known as a mark of merit on Office Furniture 
throughout the business world. War interrupted its production but peace will 
see it resumed with advancements in styling, construction and utility features 


far beyond pre-war attainments. 


yx On this occasion, with our energies devoted to war production, we have 
little time to celebrate our QUARTER CENTURY OF ACHIEVEMENT. 


Yet, briefly we mark it, in passing, with wholehearted thanks to our dealers 


and their customers for their contribution to our growth and success. 
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Fern 


your inquiries. Many types and styles of 
binders cre available. Write for further details 


‘N16 W.ILLINOIS STREE 
_ CHICAGO 10, ILLINOIS 


EW YORK « 25 CENTRAL PARK WEST « PHONE CO-5-0282 © PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO + PHONE DOUGLAS 3503 
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A business-office ‘must” 
, 


When paper tears it cant be sewn, 
So what is there to do ? 
Just patch it up with Texcel Tape- 
The message shows right through / ~, 
hon. 


When hanging things upon a wall 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 

No mark, no crack, no hole . 


(Texcel won't mar walls— 


The “stick-um’s” bonded on 


A thousand office uses all 
Commend this tape to you. 

In fact, theres just no end of things 

That Texcel Tape can do. 


xceé I$ J 
The “stick-um’s” bonded on! 


Yes Texcel is an improved tape 
Whose ‘stick-um'$ bonded on; 


It wont come off, it wont dry out 
Before the judgment dawn. 


—T ee 


_ 


i most Texcel Tape thats made 
Is being used for war. 

Buy Bonds and Stamps til Victory 
Retarns it to your store. 


Texcel Tape ssrvn0. 


“Made by Industrial Tape Corporation A Division of Johnson & Johnson 
New Brunswick, N.J. 


When writing advertisers please mention Orrice Equipment Dicest 13 
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The engineering skill, the proven durability, the ingenuity of design, the perfection 
in posture .. . these attributes that make CRAMER CHAIRS synonymous with 
seating comfort in offices the nation over, are equally appreciated by the men 
who fly America’s mightiest bombers. Building seats for the Boeing B-17s was 
our first assignment, then came the battle wagons of the air . . . the unbelievable 
in bombers . . . the Boeing B-29 superfortresses. Here again the specifications 
read:—“Seats by Cramer”, and today they are helping take fatigue out of sky 

fighting all over the world. Tomorrow, the same patented comfort features, in 
} last word designs, will help take fatigue out of global work instead of global war. 
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CHAIR COMPANY 


CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, SECRETARIAL, GENERAL OFFICE & FACTORY CHAIRS 
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EXECUTIVES 


os 
How to Obtain a Maximum of Output 
with a Minimum of Office Personnel ff) tous su, 
a. COMPaNny 
Contains over a hundred definite suggestions 
for improvement, saving time and cutting 


costs in these departments by use of items 
that YOU can supply: 


Accounting Mailing Production 
Advertising Maintenance Purchasing 
Drafting Order Sales 
Filing Personnel Shipping 


and 11 other departments 


These interesting 20-page booklets have helped many offices 
increase the turn out by limited staffs. May we invite you to 
obtain a copy or copies from your favorite office supply dealer? 


If his stock is temporarily exhausted, please sent his name with 
yours to Dept. 21, Louis Melind Company, Chicago 10. 


Once you try QS you'll specify | AS) — ei 
= Louis Melind Company | 


362 W. CHICAGO AVENUE — CHICAGO 10, ILLINOIS 
NEW YORK DETROIT LOS ANGELES SAN FRANCISCO 
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Precise 
DEVELOPMENTS COMPANY Pio 


&. ' 5100. d- R 
££. Vaan YF 


F, ARBUCKLE G. A. ERICSON ANTHONY P. HEIL 
Advertising Manager Wood Conversion Company Northwestern Furniture Co. 
Schwabacher-Frey Company First National Bank Building 130 W. Belle Avenue 
736 South Broadway St. Paul, Minnesota Whitefish Bay _ 
Los Angeles, California Milwaukee, Wisconsin “ 
The Other Winners: EACH $25.00 WAR BONDS Pu 


F. W. Meyer, Buyer for Austin Western Company, Aurora, Illinois; H. Wilson, Purchasing Agent, Carolina 
Power & Light Co., Reilly, North Carolina; Edwin H. Johnson, Manager, Purchasing Dept., Massachusetts Mutual 
Life Insurance Company, St. Paul, Minnesota; £. S. Swanson, St. Paul, Minnesota. 


Precise Developments Company takes pleasure in announcing the names of the 
winners of our post war office appliances contest. We congratulate the winners 
and thank those who submitted entries and did not win a prize. All material 
will be returned promptly to the entrants. 


Although we are still engaged 100% in war work which we must not impair, we 
want the trade to know that we are conscious of the new developments they ex- 
pect for the post war market. Until then let us all redouble our efforts toward 
victory by purchasing and holding war bonds. 


| 
| 


PRECISE DEVELOPMENTS COMPANY 


MANUFACTURERS OF PRECISE TRIMMING BOARDS AND CALCULATING MACHINES 
28 NORTH LOOMIS STREET Dept. 10 CHICAGO 7, ILLINOIS 


16 When writing advertisers please mention Orrice Equipment Dicest January, 1945 : 
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uy and Use Cards Only 
No New Equipment Required 


Sales Control « Merchandise Control « Credit 
Control and many other special uses 


Saves Executive 
Time 
An executive can look 
at the face of ten com- 
pact, portable panels 


and get a quick survey 
of 200 different situations. 


PORTABLE PANELS 


Panels can be carried to 


desks, to meetings, to 
Pull open—LOOK—push closed other offices. 


Handifax Instant Reference File 
puts facts at your finger tips. 


/ 
Check Forms You Want Us To Send You | 
—Blank Cards —Cost Records —Personnel \ 
—Unit Paper —Credit —Quotation 
—Daily —Customer List —Ruled Plain 
—Weekly —Deferred —Sales Ne 
—Semi-Monthly Payments —Salesmen’s 
—Quarterly —Employees —Shipping 
—Address List —Instant Reference —Source 
—Advertising —Inventory —Statistical 
—Billing —Ledger —Stock 
—Checking —Mailing Lists —Telephone 
—Codeing —Order Record —Vendor's 
—Collection —Payroll and Tax —Want List 
We create special forms to meet your exact needs. 
Lower First Cost 
Cuts Clerical Cost 


send For These Free Idea Samples 
HANDIFAX Visible Record Cards 


Easy Compact 
Quick Flexible 
F Portable Low Cost 
Durable Convenient. 
Saves Time 
W L 
~ = ‘a a’ ; 
J 
tL] 
| 
° 
ez 


IN AND OUT LIKE LETTERS 


Use the letter drawer files you have. Sheets 
of HANDIFAX cards can be filed and handled in 
regular drawer files the same as letters . . . lift 
them from drawer to desk or place where cards 
are to be used. Each drawer of a steei drawer 
file, legal cap size, will house 4000 cards. You 
can buy and use 100 cards or 100,000 cards. 


ASK ABOUT THE NEW HANDIFAX VISIBLE RECORD CARD BOOK OF 100 CARDS—$3.50 COMPLETE 


SEND SAMPLES OF YOUR PRESENT 
RECORD FORMS 


They will give us a basis for outlining to you 
what HANDIFAX Visible Records can do to cut 
record costs and make recorded information 
more useable for your executives. 


Ross-Gourn Company 


311 North Tenth, St. Louis 1, Mo. 


A simple inquiry will bring you our catalog and some valuable information. 


LET OUR “SILENT SALESMAN” TELL THE 
STORY 


See our silent salesman—a demonstration 
panel which our dealer will bring or we will 
send by mail for your own leisurely study. In- 
vestigate in your own time and in your own 
good way. 


Ask for free blank cards on which 
you can draw up your own ideas. 
Ask for Standard Forms or let us sug- 
gest Special Forms. No obligation. 


1945 January, 1945 When writing advertisers please mention Orrice Equipment Dicest 
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There's been a Great Change! 


Four years ago vertical filing practice had reached a perfection that seemed to leave little room for im- 
provement. 


The mechanical details of filing were pretty much standardized. The design and quality of guides and 
folders were in the main much alike, whether they were made by Oxford or any of the other reputable 
manufacturers of filing supplies. 


Variations were confined mostly to system arrangements, and each had its advantages. Customers could 


choose between single and double title headings, guide height or folder height folders, various tab posi- 
tions, etc. 


But nothing much could be done about the one inherent disadvantage of vertical filing, which was present 
in all systems: 


A vertical filing folder won’t stay vertical unless 
you hold it in that position. 


This required a time-consuming sequence of manual operations 
in order to file or find a paper. Release follower block, spread 
folders apart to make filing room, finger through folders to find 
the one you want, insert or remove papers, pull contents of drawer 
forward, and tighten follower block. Other complications fre- 
quently arose. If the folder you were looking for was in front 
of the V shaped working space you had opened, its tab was in- 
visible, because it was slanting toward you. Often folders or 
contents of folders worked up above the level of other folders. 
And except when folders were well filled, the tabs of front folders 
concealed the tabs of the folders behind. 


All this was an inescapable part of vertical filing—back in 1940. 
There was no faster, easier method, and it was accepted and used. 


But then came Pendaflex. By the simple device of 
hanging the folder by its top edge, vertical filing suddenly became 
20% faster. And all because you don’t have to hold Pendaflex 
folders in a vertical position—they can’t be anything else but 
vertical! 


And what a difference it made! Filing and finding in a Pendaflex 
file is a simple three-step operation: find the folder visually (with- 
out fingering, because every tab is always in full view), spread the 
folder open, and insert or remove the desired papers. It’s 20% 
faster. It requires far less effort. It has so remarkably improved 
the practice of filing that after a brief four years, the list of Penda- 
flex users reads like a Who’s Who of American business. Today 
new installations all over the country are being made at a rate of 
hundreds of cabinet drawers each week. 


Tomorrow . . . Pendaflex will be THE method of filing every- 
where. Because nothing else will be fast enough, easy enough, 
good enough for the post war world for which our nation is 
fighting. 


Oxfo7d ritinc supPLY COMPANY 


Reg US Po. OFF 


340 MORGAN AVE., BROOKLYN 6, N. Y. 125 SOUTH 8TH ST., ST. LOUIS 2, MO. 
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Clear as spring water — you can see right through to 
the core —that’s “FILMONIZE” Transparent TAPE! FILMONIZE SETS NEW STANDARDS 


by @ Easy to use... strips easily from roll. 
We welcome comparisons. Take a yard or a roll of —« No“curl-back”. .no tangle. no waste. 


“FILMONIZE” Transparent TAPE, place it beside the ° eee a 
TAPE you now use and you'll see the difference. ° - ts tga 
“FILMONIZE” SELF-SEALING TAPE speaks for itself. 


“FILMONIZE” line, 


Call your local distributor for a demonstration today. 
He can deliver “FILMONIZE” SELF-SEALING TAPE in 
quantity for all industrial or commercial uses. 


““ilmonize 


TRACE maea 246 


SELF-SEALING TAPES 
_ INTERNATIONAL PLASTIC CORPORATION 3 


MORRISTOWN, NEW JERSEY 
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Niagara Duplicator Co. 


SAVES TIME ¢ SAVES LABOR 
SAVES MONEY 


From the first line of typing to the last turn of 
the duplicator, Niagara’s new cellulose stencil 
will bring you money-saving performance. Copy 
is clean and clear. Corrections are easily made. 
The typewriter doesn’t clog, the platen doesnt’ 


FREE SAMPLES 
SEND COUPON TODAY 


128 Main Street. San Francisco 5, California 


Gentlemen: Send me free samples of Niagara stencil and name of 
Niagara dealer in this area 


| 

| 

| 

| 

| 

| 

| 
Firm Name 
| 
| 
| 
I 
a 


Name Position 
Street 
City Zone State 


Better looking reproductions 
....at lower cost.... with the 


NIAGARA Cellulose STENCIL 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
nee ee ee 


Pad 


swell. Niagara stencils, which stand up under 
thousands of impressions, take a stylus readily 
without tearing. 

Free samples await you, because we want 
you to enjoy the many advantages of this new 
product of modern research and improved 
methods. So, fill out the coupon at the left now 
—get to know the stencil engineered by the 
men who for years have built famous Niagara 
duplicating machines. After you have tested it, 
you'll find ample stocks at Niagara dealers. 


A high quality stencil 
produced by the 
makers of world’s 
fastest duplicator... 


NIAGA 


January, 1945 
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The above illustration shows the 
distinctive packaging of these su- 
perlative staples. Each tiny point 
is formed into a knife-sharp chisel 


Lool for.. 


SHISE | |-|PUINTES 


TRADE MARK 


The ter Ing 


/ 


Tlark” on Staples 


Of the millions of the tiny twin- 
pointed wire fasteners which are 
produced each year the finest are 
identified by the above trademark. 
Users who know, demand Hotchkiss 
Chisel-Pointed staples because they 
penetrate easier, thus saving wear 
on the machine. They also lessen 
fatigue in the operator, an important 
factor where much stapling is done. 


point as shown on the magnified stm 
diagram at the right. 


fa 


NO OTHER STAPLES CAN EQUAL THESE HOTCHKISS FEATURES 


IMITATION 
STAPLES BIND 


Accuracy Uniformity 


STAPLES FIT 
HOTCHKISS 


Tenacity 


At the right is 
shown the ten- 
acity of a genu- 
ine Hotchkiss 
staple strip. 
Held together 


The above — - = 

shows in exaggerated IMITATION GENUINE HOTCHKISS i — 

form how imitation Each genuine Hotchkiss staple is exactly like terial «these s 
staples, slightly all the others in a strip. No legs longer or staples have 
undersize to save wire) shorter, each bent at exactly the same angle. lifted as much 

bind in the machine and A glance down the line of staple points shows as 3 pounds. 


cause jams. 


a straight smooth line. 


Hotchkis 


NORWALK, CONNECTICUT 


"Pioneers in all that's best in Stapling” 


January, 1945 
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HOME OFFICE AND PLANT «SAN LEANDRO, CALIFORNIA, U.S.A.* SALES AND SERVICE THROUGHOUT THE WORLD 
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WANTED BY THE ARMED FORCES... 
a convertible calculator, with full auto- 


» matic features. Skould electricity fail or 


not be available the FRIDEN convertible 
mechanism permits hand crank oper- 
ation, without loss of the full automatic 
operating features. Truly a “Combat” 
calculator...ready for action in a foxhole, 
tank, command car, or in a headquarters 
office. Fridén also provides BUSINESS 
with accurate figures, combating the 
shortage of competent help. Telephone 
or write your local Fridén Representa- 
tive for complete information and avail- 
ability of these calculators. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Feng gugegn 


FULLY AUTOMATIC CALCULATOR 
in Combat 


eee 


Fridén Mechanical and Instructional Service is avail- 
able in approximately 250 Company Controlled Sales 
Agencies throughout the United States and Canada. 


January, 1945 
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DOES THIS 


In your plant DO IT RIGHT | (Aree ln 


Use JOSHUA MEIER holders and SAVE! ? 


PRODUCTION ERRORS 
Joshua Meier Co. pioneered in transparent hold- 
ers. Despite handicaps, our current product is LOST RECORDS 
made of a beautiful sheet of non-combustible + “This work order is 


cellulose acetate, with edging, stitching, sealing TORN & SOILED R ECORDS so soiled | can hardly 
and folding that stands up under hard wear. read it. 
WASTED MAN-HOURS 


“It's time we put all 
our important pa- 
pers in transparent 


Inefficient methods must GO— and with them go loose blueprints, paper job tickets and travelers floating holders.” 


around the plant with paper clips to hold them together. 


JOSHUA MEIER CO. TRANSPARENT HOLDERS keep records clean, prevent soiling and tearing, save valuable 
man-hours spent hunting for lost forms—and prove time and again that they REDUCE PRODUCTION 
ERRORS by sending every factory sheet around the plant visible and protected. 


We make all types of transparent holders from midget to giant size. A few are illustrated. Write for 


details stating your particular problem. Please send priorities in ordering whenever possible. 


OR THIS 


“Where's that blue- 
print? 

“Here it is, fresh and 
clean in its trans- 
parent envelope.” 


\e' 
see 
ylos® es: 
core e39 
oO 


VISIBLE-PROTECTIVE-DISPLAY 
Reg. Trade Mark 


V-P.D. = sOSHUA. MEIER CO. 36 fast 10 St, New York 3, N.Y. 


—_— 
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s synonymous with 
SPEED-O-PRINT | | 


You are assured of quality if you choose sted 
Speed-O-Print duplicators and duplicating | 
supplies. And that’s because they conform to 
the rigid specifications that quality stands for 

_ ,..the faithful and relentless adherence 


to this threesome: topnotch materials, 


tells... quality is as unmistakably 
Speed-O-Print as the will and ability 


| 
| 
| 
workmanship and design. Performance 


: to progressively serve. 
iy 
| SPEED-0-PRINT CORPORATION 
| i 161 E. GRAND AVE., CHICAGO 11, ILL. 
le au ae ‘ 
OSes a reyADIS 2 aC oe SDE in Os ay ; 
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TAKE THE NATION’S WORD FOR PEN VALUE 


Y 


5 


DEPENDABLE 
PERFORMERS 


Half page The Eongqueror 
amen ry ro (Illustrated actual size) 
Saturday Eve. Post. 


mi i 


— A GOOD NAME TO GO BUY 
— IT’S DEPENDABLE 


W hat constitutes “pen value” to you? Smooth, 


instantly—almost eagerly. 
steady writing? Quick, easy filling? Consistent button filler. 


dependability? Then the STRATFORD CON- your STRATFORD is filled to capacity. Only 
QUEROR should be your choice. It’s a fine pen. .STRATFORD’S mass production economies make 
Handsome . . . streamlined ... modern in every phase _ possible its astonishingly low price. Select your 
of design and construction. Just touch its satin; © STRATFORD PENS today in Black, Gray, Dubon- 
smooth point to paper, and you can feel it respond _ net, or Jade Green. The Conqueror—Model 700SP. 


Try the convenient push- 
One stroke of your thumb, and 


SALZ BROTHERS, INC. «+ SALZ BUILDING »- NEW YORK 1, N.Y. 
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TO THREE 


JASPER DESK VETERANS 


The old saying ''a chain is as strong as its 


weakest link" applies so well to the Jasper 


Desk Company organization. Our success, 


our progress over a period of many years is 


due in no small way to the many loyal work- 
men who help to turn out Jasper Desks. 
Each and every one of these men perform 


essential tasks . . . each individual is an im- 


portant link in our production chain and it 


is the combined team-work that makes 


Jasper Desks "tops" in the office desk field. 
We salute men like Streicher, Burke, Lam- 


pert, and all the others who take such great 


pride in their handicraft. 


1. Ernest Burke........ 37 years—Cabinet Maker 
2. August Lampert........ 32 years—Mill Wright 
3. Anthony Streicher...... 38 years—Stock Clerk 


THE JASPER DESK COMPANY 
JASPER, INDIANA 
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&V CURL-LESS 


ee 


There is no substitute for M&V quality. Nor 
is there a substitute for M&V “‘Curl-Less”’ car- 
bon paper in both M&M and Tagger brands. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 
FINE CARBON PAPERS & INKED RIBBONS - PARK RIDGE, N. J. 


Sede 
4% “nd © ee Pigs ot 2 bt 
SF eM oe Pere 2 Aes ; ake 
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“My BIG BROTHER 
makes a BIG HIT wi 
IG INK users!” 


An exclusive feature—solv-x—has made Parker Quink America’s largest selling ink 
in the 2 oz. and 4 oz. sizes. That same great feature works even better in establishing 
Quink as the ink for quantity buyers. For Quink with solv-x costs no more than 
ordinary inks yet it’s three ways better: 


Quink is the only ink containing solv-x. Quink with solv-x is permanent! Records 
e Cleans pens as they write, ends clogging 3. written with Quink have been sharp and 
and gumming. Stops most pen troubles clear after hundreds of hours in the blaz- 
before they start—a time and money saver ing sun. And tons of water have failed to 

for offices. wash out Quink’s legibility. 
Quink with solv-x is brilliant, smooth- Give Quink an on-the-job-test. It’s your best ink buy 
e owing, fast-drying—the ideal all-purpose for every use! 7 permanent, 2 washable colors—at your 
ink for records, checks, correspondence suppliers in pints, quarts, gallons. The Parker Pen 


and photographic processes. 


FREE 
Proof booklet! 


Shows, tells complete story of 
Quink with solv-x. Filled with 
facts, photographs, testimonials 
.. . proof of Quink’s all-‘round 
superiority. Write The Ne a Pen Company, Janes- 
ville, Wis.. for your copy. No obligation. 


Company, Janesville, Wisconsin and 
Toronto, Canada. 


1200 sto; 
‘ ation ° 
ink retailers ioe druggists 


OPULARITy 


Chain Stores 9nd other 


Copr. 1945, The Parker Pen Company 
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Ge Direct Name System 


Easy to Operate . . . and Economical Too 


Easy to Operate because: 


1. The “Y and E” Direct Name System is the most efficient system for 
filing correspondence and other papers. It is logically arranged. 
2. There are real aids to help you decide. 

a. A pocket size die cut Direct Name Demonstrator that shows all 


component parts of the system and the function of each part. Call 
the “Y & E” representative in your city and ask for a demonstration. 


b. “Y and E” Office Manual Section 17. A complete set of Instruc- 
tions and Indexing and Filing Rules. Send for your copy now. 


ce. THE DIRECT NAME OUTFITS (N 125D and NI25DP). Where 
the larger indexes are not needed, these complete one or two drawers 
will serve to introduce the Direct Name System. The small business 
office or the business executive can use these attractively packaged 

outfits advantageously. The “Y and E” representative will gladly 
deliver one for your inspection. 


Economical too because: 
1. You only need purchase the size index that meets your specific need. 


2. Angular metal tab guides give time saving visibility and they wear 
a lifetime. 


3. Miscellaneous folders have celluloid tabs for long wear and continu- 
ous crisp, clear appearance. 


4. The transfer of papers is made easy when you use the “Y and E” 
Direct Name System. 


FOREMOST FOR MORE THAN SIXTY YEARS 


init YAWMANAND FRBE MFG.(O. 2223: 


1045 JAY ST., ROCHESTER 3, N. Y. 
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DIRECT MAME Fit 
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REG. U.S. PAT. OFF. 
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STORAGE BOXES 


THE NATIONAL STANDARD FOR SAFE, 
ECONOMICAL, EFFICIENT RECORD 
STORAGE FOR MORE THAN 25 YEARS 


The leadership of Liberty Boxes quickly estab- 
lished over a quarter century ago has been con- 


STOCK 
SIZES 


HERE are 
stant through the lush of prosperity, the trials ‘ UST A FEW of many 
of depression, and now th-ough the uncertain- Waeremaer Company WAR PLanrs USING | 
ties of war. Top quality at the right price, Standard Oil of Nesta! Alli R. G. LeTour —_— 
and a wide range of sizes adaptable to nearly ~~ Co many” put novel sane: 
every conceivable record size is responsible. Pennsylvania Shiny oh Ame Ope Mane Corp. 
; : ; HM & H » Ine, Kaj ompa , 
Today practically all Liberty Boxes are going Tubular Alloy. ro me Hercules peomPany, Ine, ad 
into War Plants, Government Offices, and Es- MeQuay narne? ” Consolidated Stee! Company 
sential Industries where they are aiding the Western Cartes eee Co, Foote Bros, Conn ate poration 
war effort. At the right is a list of but a few Calvino p. pat seat de Ne aoa tion 
of the Essential Industries using Liberty Boxes Aluminum Comper, o. U.S. evel ane Corporation 
f . ee” Glenn t. Martin Y of America Studebaker Cor; Ordnance Plant 
or preserving their vital records. 7 nea Aircratt Con sratt glas Aire n Aviation Division 
E P . meri Tporati : raft 
Soon we hope Liberty Boxes will again be AC Sasi ~~ Can Compan - Allis-Chaimers me co 
i ‘ Internati ug Division¢ "0 Corporatio 
available to everyone. In the meantime—if Aviation ge Cellucotton Progut.: PRters Kelvinator co Ame 
you are doing war work and need Liberty land ant Buick Motor” dental Mo "3 Corporates 
Boxes, be sure your dealer is provided with a Goneras nana L ~-+ ring Hali aw ty 
statement regarding your percentage of war rowne & Step nt Car Corp, . Wattne etre Mfg. rhe 
work. This will entitle you to first considera- Ca Kingsbury Ordna ne **turing Co, Consolidateg rod Watch Co, 
‘ : : MMegie-IMingis cence Plan ultee Aircraft 
tion when we allot the reduced quantity of $ Steel Corporati Hoosier Leg inois Glass rel 
Liberty Boxes available. Stewart-Warne, Corporati Chemica Ping Corp, 


Sold By Leading Stationers Everywhere 


BANKERS BOX COMPANY. 
'% Established 1918 7 


| $36 SOUTH CLARK STREET 


st es 


CHICAGO 5, ILLINOIS 


—= . * 
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It's faster 
simpler 

more accurate— 
The Victor 


RECORDEX 


WITHHOLDING TAX 


COMPUTER 


Wage amounts visibly indexed 
—Instantaneous reference, pro- 
tected from soil for long-time 
speed. 


Complete Set Includes 


Complies with Government Regulations 


Instantaneous Reference—All wage amounts 
appear on the visible margins, protected by 
non-glare, transparent transloid for long-time 
speed. No wear on the cards. 


Weekly, Bi-Weekly, Monthly 


Semi-Monthly and Daily or Miscellaneous Tables 


@ Compact—The famous Recordex Folder takes 


little space on the desk, fits file, desk drawer, 


or your brief case when not in use. Printed 
label on die cut tab. 


@ Any Combination of Tables You Need.— ° 2 Color Ghaste—Lorge figuees, cach dod - 
‘ , , tion separated from others by wide spacing 
The set is complete: Weekly, Bi-Weekly, Semi- 
: and colored rules, easy to follow. Each set of 
Monthly, Monthly and Daily or Miscellaneous ‘ 
‘ : tables on different color of card. 
tables are included in every set. Select the e: 
ones which apply to your pay periods and @ Inexpensive — Recordex, tables for all pay e: 
insert in most convenient pockets. All can be periods, instructions and separator cards in er 
accommodated if necessary. one handy unit. | @8 
- @r 
@ Only $3.25 complete — Zone 1 fe 
¢ 
—_——_—— @c 
TS SOLD ¢ Onin tHeoveH: DEALERS en 
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To Medea 
Ol0 Town 


RIBBONS * CARBONS 
DUPLICATING SUPPLIES | : yn 


LL . 
lia YY 
GY NS? 


EFFICIENCY 
ECONOMY 


@ CARBON PAPER 

@ INKED RIBBONS 

@ DUPLICATING CARBONS 
@ MASTER UNITS 

@ DUPLIFORMS 

@ DUPLICATING PAPERS 
@ CARBON ROLLS 

@ CARBON RIBBONS 


@ HAND CLEANSING 
CREAM 


RIBBON & CARBON CO. Inc. 
Foremost Mokers of Ribbons and Carbons for Every Use 

750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 

Sales and Service Everywhere 
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Even if they’re not 
from Missouri 


_ show © EM (| 


The Ambassador To Good Binders 
Our 121512 Line 

The Imperial line 215!/2 is a secon- ec 

dary line, same specifications but 

without metal rim and less expen- 


sive. fet 
Slight Auto- 
Preemee — _ tc 
i i H . itive 
Let your stationer show you this—the last word in binders one ee on Both SA 
leases Posts 


and the first choice of thousands! It’s the most dependable binder on the 
market—one that will never let you down. In spite of its sturdy, durable, 
unbreakable construction, a baby’s touch on the buttons opens or closes 


Co 
it for inserting or removing sheet. Look at these outstanding features: - 
Stainless steel rim. Built to last a business lifetime! INI 
Nothing to wear out. Neat! Quick! Positive! Automatic locks— yee 
no guessing! \ : ' 
H ! 
Bulldog gripping clutch! and Simple “Criooing 
NO SPOT WELDING! Hinge and lugs all one piece! wneeen 
No keys to. lose! Hinge Lugs 
and Tube 
ORDER TODAY FROM YOUR BOORUM & PEASESTATIONER oss 
5oR 3. EVERY RECOR) | 
' 
. st om ait 
Way TO KEEP fae ad ioeas tone M. 
GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. “a” — Pres 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 1 


NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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EDITORIAL OFFICES: 260 Fifth Avenue, New York City, (Tel. 
LExington 2-1121); Thomas Murphy, Editor; Lucy MacKenzie, Associate 
Editor; Jeanne Sheldon, Editorial Assistant; M. T. Weeks, Circulation 
Manager; James V. Quirk, Production Manager; Joseph Hochfeld, 
Art Director. ADVERTISING: Hugh Ward, Manager; Fred Stein- 
hilber, Wm. H. Hasbrouck, Jr., Charles B. Rosengren, Raymond 
Korman, 


BOSTON 10: 212 Summer St., Room 600 (Hancock 5390), A. C. 
Kretschmar. 


CHICAGO 2: 189 W. Madison St. (State 2912), John M. Smythe, 
M. D. Price. 
LOS ANGELES 14: 857 S. San Pedro (Trinity 2324), Josephine L. Fisher. 


SAN FRANCISCO 16: 267 Teresita Blvd. (Elkridge 2897), Alexander 
Rattray. 


ST. LOUIS I: 915 Olive Street (Chestnut 1965), James R. Wright. 
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and other countries $1.00 extra yearly. Single copies 25 cents. 
Each paid up subscription includes a free-copy of Who Makes It 
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OFFICE EQUIPMENT 
Digest 


Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


POWER OF SUGGESTION 


*% THE SPEED-UP of manufacturing occasioned by 
the war has spread the installation of employee sug- 
gestion systems widely in the factory field and most 
of the publicity given to the value of such systems 
has naturally concerned itself with that field. But 
many Offices have long been operating employee sug- 
gestion plans of their own, setting up their own plans 
for gathering ideas with good results. 

At the semi-annual conference in Chicago last 
month of the National Association of Suggestion 
Systems, the newly-elected president of that organ- 
ization, H. W. Seinwerth of Swift & Co., pointed out 
that one of the most valuable of many suggestions 
turned in by Swift employees came from a clerk in 
the Chicago office, Jerry Cregan, who worked out an 
improved accounting form—which brought Mr. Cre- 
gan a $300 award and the Swift offices an appreciable 
saving of time. 

Many good office suggestions come up to respons- 
ible executives unsolicited, of course. But as factory 
experience proves, a well-publicized suggestion pre- 
sentation plan, offering some definite incentive, great- 
ly increases the interest of the employees and the 
number and value of the ideas submitted. 

The National Association of Suggestion Systems 
has offices at 122 S. Michigan Ave., Chicago. 
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Cut out along dotted line, paste on envelope near 


lower right corner. 


below. 
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THIS PAGE WILL BRING YOU 
ANY INFORMATION YOU NEED 


put it in envelope, 


To get without obligation’ from manufacturers and other suppliers further particulars 


regarding any merchandise or service mentioned in this issue, whether in advertise- 
ments or news items— 


1. Check the advertisements or news items in which you are interested on the list 


2. Write your name, firm name, and address in the space provided. 


paste on this convenient no-postage-required 


address label, and mail. WE WILL DO THE REST. 


ADVERTISEMENTS IN THE ISSUE 


Check advertisements regarding which you wich more information. 
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New long, slim fluorescent lamps in coves, circular lamps in specially designed fluorescent fixtures, and 
large area low-brightness fluorescent panels give cheerful, comfortable lighting to this windowless office 


% ON scores of memo pads, in offices all over 
America, there is a cryptic one-word reminder 
for tomorrow. The word is “lighting,” an old 
word that, since war began, has taken on a new 
meaning to office executives. 

To most of these observant men, the progress 
that has been made in the offices of war industry 
clearly has demonstrated the relationship between 
modern lighting and faster, better, more accurate 
paper-work production. Early in the war, indus- 
trial executives, as they studied problems in plant 
production, discovered two important things 
about office procedures. First, they found that 
delay in the office caused delay in the plant. When- 
ever control records lagged behind production, 
whenever personnel or material or shipping orders 
were behind schedule, confusion was the result. 

Next, these men, applying higher levels of 
illumination to critical seeing problems at inspec- 
tion or manufacturing operations, discovered a 
second phase of partnership between plant and 
office. Enough light for easy seeing improved pro- 
duction in both. Just as workers at machines on 
the production line did more work, in less time 
with less effort, so, under better light, office work- 
ers produced, checked, and completed more and 
better paper-work. 

These gains were measurable. Applying bet- 
ter light to workers in modern offices, workers 
whose production was weighed against estab- 
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Memo for Tomorrow 


By F. H. Blumer 


lished standards, speed and accuracy were im- 
proved and output materially increased. In the 
general offices of a chemical manufacturer, typ- 
ing on printed forms went 12% faster, billing 
machine production was bettered by 7%, and 
shorthand transcription increased 20%. In the 
office of a big camshaft plant, average production 
went up while errors in finished work decreased 
by 15%. Time after time, in office after office, 
speed and accuracy have increased between 10 
and 20 per cent and hold-over work has been 
reduced by a minimum of 10 per cent. 

Few purchasing agents, comptrollers, or office 
managers in modern offices fail to recognize the 
importance of consistent and regular office-pro- 
duction increases, especially when they can be 
traced directly to a single office improvement. 
Small wonder then that office men in all kinds 
of offices began to plan modern lighting. Unfor- 
tunately, just at the time when their first interest 
was at its height, the lamps, fixtures, and mate- 
rials for modern lighting were restricted to the 
exclusive use of war-production offices. Luckily, 
during all the time of that restriction, lighting 
research was improving light sources and fix- 
tures, evolving new tools and techniques that will 
soon be available to office planners everywhere. 

If we can believe all of the surveys that have 
been made, if office executives make the im- 
provements that they are planning, modern light- 
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ing will become a potent new office aid in the 
world of tomorrow. Many offices will emerge 
from the low levels of lighting that have char- 
acterized them in the past, move into new aud 
higher levels of lighting that can help office work- 
ers finish more accurate work with less fatigue. 

In new fluorescent lighting, in modern lamps 
and techniques developed for the offices of war 
industry, surveys show an interest amounting 
almost to excitement. Tempered with caution, 
any overwhelming preference can be a very good 
influence. Almost every lighting man knows and 
many office executives have learned that there is 
nothing wrong with office lighting that enough 
of the right kind of light won’t cure. 

Attracted by the efficiency and economy of 
fluorescent lighting, study after study shows that 
many office managers plan its use as soon as 
lighting materials become available. They know 
that the government has encouraged fixture manu- 
facturers to design and develop demonstration 
lines of luminaires. They know, too, that fluor- 
escent lamps are now available for relighting and 
replacement. The surveys that document the in- 
terest of office managers in relighting also reveal 
several other apparent conclusions that require 
discussion here. In their reports to research men, 
many office managers say that they plan to replace 
their present filament lighting with new fluor- 
escent fixtures. They are sure, and most light- 
ing men will agree, that this plan for relighting 
will bring many of the benefits of better light to 
their office procedures and their office workers. 
But, if these men achieve the kind of lighting 
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Standard or slim fluorescent lamps, in crossed lines of light on the 
ceiling, provide generous flood of cool light. 

that is best for paper-work production, the kind 

of lighting that they and their workers can live 

with in the months and years to come, they had 

better proceed with caution. 

Fluorescent lighting has many established 
advantages. It has brought indoor daylight 
around the clock, to the offices of the principal 
war plants of America. It has helped to facili- 
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tate the production of the control records that 
are required in the manufacture, storage, and 
assembly of the thousands of small parts that 
make up the machinery of modern warfare. On 
the same basis, it can help office workers to pro- 
duce, check, and distribute the multiplicity of 
records and reports that are necessary for the 
control of a flood of production for peace. With 


Fluorescent cove lighting, a line of fluorescent down the ceiling 
center, and filament lamps in soffits light this windowless office 


all of its advantages, fluorescent is a large-area, 
low-brightness light source, designed for diffusion. 
If he will think about it for just a moment, every 
modern office manager will realize the difference 
between filament and fluorescent lighting. When 
a new filament installation has been made and 
the contractors have gone, it is relatively simple 
when a change in work or working conditions 
demands it to replace too-small incandescent 
lamps with larger light sources. When a new 
fluorescent installation has been completed, the 
length of the fixture establishes the size of the 
lamp that can be used. If light is a factor of 
office production, as office managers tell research 
men that it is, then the primary consideration is 
a simple one. When an office manager relights 
his workrooms, he must be sure to get all of the 
light that he needs—all of the kind of light that 
he is going to need. 

How is a modern lighting installation attained? 
How much light does an office worker require? 
What kind of lighting techniques? What kind of 
lighting tools should purchasing agents, comp- 
trollers, and office managers employ? Office in- 
teriors that recently have come from the drawing 
boards of the designers, as well as the more suc- 
cessful workrooms lighted immediately pre-war, 
employ good combinations of fluorescent and 
incandescent lighting. Cool, well diffused fluor- 
escent provides high levels of foundation light- 
ing, creates a luminous ceiling, helps to attain 
harmonious high wall effects. And, for the many 
types of auxiliary lighting which may be required, 
filament lamps furnish directional light. 


(Turn to page 46) 
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METHOD OF DESTRUCTION 


Form Cé8A, used by American Airlines for record disposal 


By V. J. Long 


Assistant Treasurer, American Airlines, Inc. 


% UNDER the Civil Aeronautics Act of 1938, 
as amended, the Civil Aeronautics Board was 
created and endowed with certain powers one 
of which was to prescribe forms and procedures 
for the airlines. It was felt that a uniform pro- 
cedure on preservation and destruction of records 
would be beneficial to all of the airlines. A com- 
mittee of the airlines and the CAB had various 
meetings in order to establish a uniform set of 
instructions and procedures. Regulations were 
finally adopted by the CAB which set forth their 
requirement as to the length of time the records 
would be retained. 


Excerpted from address at 1944 Office Management Con- 
ference of American Management Association. 
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These regulations set the minimum period for 
which all air carriers must retain their original 
or principal copies of specified classes of accounts, 
records, and memoranda. In every case the air- 
lines preservation period must equal, and it may 
exceed, the Civil Aeronautics Board preservation 
period. American Airlines has set up a schedule 
for preservation of records which lists the form 
number, name of form or record, Civil Aero- 
nautics Board classification, where filed, the CAB 
retention period, American Airlines preservation 
period for the original copy, the originating office 
copy, and for other copies. This schedule for 
preservation of records governs all American Air- 
lines forms and it is revised from time to time as 
new forms are printed and others become obso- 
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lete. Copies of this schedule are sent to all sta- 
tions throughout the system. 

The procedure followed was along the follow- 
ing lines. For example: Form C1, Stock Record 
Ledger, was cataloged to be an administrative 
and financial item under the heading Auxiliary 
Ledger-Material Supply, upon which there was 
a preservation period of six years. Form C20C, 
Ticket Agents’ Report, was cataloged under CAB 
regulations Revenues-Sales and Ticket reports 
and other similar reports from stations, offices, 
and field. 

In order for us to have a procedure for full 
control over the items destroyed by our field 
offices at airports and city locations, Form C68A, 
Authority to Destroy Records, was .devised by 
the treasury department of American Airlines 
and is self-explanatory, showing the distribution 
of the various copies and reference to the com- 
pany regulations section. 

The company requires the use of Form C68A, 
Authority to Destroy Records, when destroying 
the original or principal copy of any form. Form 
C68A is prepared in triplicate, all three copies 
are approved by the department head or local 
manager and forwarded to the treasury depart- 
ment for final authorization, and the original and 
duplicate bearing the treasurer’s or assistant 
treasurer’s approval returned to the originating 
office. Whereupon, the records may be destroyed, 
the Certificate of Destruction at the bottom of the 
form completed, and the original returned to the 
treasury department for permanent filing. The 
triplicate is retained by the treasury department 
files and records section and is retained in an 
open file until the original copy is returned. 
When the original copy is returned it is checked 
to see that the information shown on the form 


with regard to the method of destruction is in 
accordance with our regulations. after the origi- 
nal copy comes into the treasury department, the 
triplicate is then destroyed. The complete dupli- 
cate will be filed by the originating office. In 


preparing Form C68A, the office requesting 
authority to destroy records must list the form 
number, description of the form, CAB classifica- 
tion, preservation period of the form, and the 
period of the files to be destroyed. They must 
also prepare a separate “Authority” for each 
CAB class of records, such as Administrative and 
Financial, Insurance Coverage, and Claim Rec- 
ords, and so on. 

In order to know that our offices are following 
the regulations concerning the preservation and 
destruction of records so that we will be able to 
use all available file equipment, it is the duty of 
our traveling auditors who regularly make com- 
plete station audits to check the files and records 
to see that the preservation and destruction peri- 
ods are strictly adhered to. 

The final decision for classification and the 
company preservation period rests with the treas- 
ury department. The schedule for the preserva- 
tion of records together with company rules and 
regulations are in the hands of each one of our 
local managers and station managers to govern 
them in the proper use of Form C68A for the 
destruction of records. 

Undoubtedly everyone is interested in the han- 
dling of correspondence and its preservation and 
destruction. Our procedure is as follows: Corre- 
spondence (including inter-office memoranda) 
without which the records specifically referred to 
in the regulations would not be complete is filed 
with the primary records and the preservation 

(Turn to page 46) 


It's office production which makes factory production possible! General offices, Propeller Division, 
Nash-Kelvinator Corp., Lansing, Mich. 
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Osa Johnson, whose books on jungle travel have made her years in the wilds well known throughout 

America, is shown here in the office which she has decorated for her husband Clark H. Getts, manager 

of a New York lecture bureau. Sepia blow-ups of wild life photographs give distinction to the walls. 

The important pieces of furniture are of her own design, including white Philippine mahogany mantel 
and desk. The tiger-skin accessories are from trophies of her African days. 


Personality in the Office 


By Lucy MacKenzie 


% HAVE you a little personality in your busi- 
ness? 

And is the personality reflected in the offices in 
which your business is located? More and more 
business firms are becoming aware of the fact 
that an attractive office is part of the good pub- 
lic relations job that a firm must do. 

The physical aspects of the office often make 
the all important “first impression.” The letter- 
ing on the door can be the first indication of the 
tone and temper of the organization, and every 
office accessory from that point forward can be 
chosen to enhance the established pattern of office 
atmosphere. 

The idea of reflecting personality in office equip- 
ment is not very new. It has been carried out in 
varying degrees of elaboration by many firms in 
many parts of the world. A newer idea provides 
for the individualization of offices within the 
organization to express the personality of the 


person occupying the room. This can be done and 
is being done in many places, but the opportunity 
is present for most firms to do such a job on office 
or offices to the applause of employees and, cus- 
tomers alike. 

The ideal procedure for a firm interested in 
carrying out this idea is for the office to be 
stripped down to floor and wall and for the deco- 
ration project to begin from there. For those 
with adequate budgets this is a gratifying way 
to begin. For such renovations the aid of a com- 
petent office furniture man may be sought, and 
he should be ready and able to give advice on 
office furniture, wall coloring, drapery patterns, 
and carpet grades. 

Such personalized office should not be planned 
and carried out without the thoughtful collabora- 
tion of the occupant of the office and a careful 
study of his personality and needs. The whole 
idea of personalized offices can be ruined by 
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thoughtless additions of extraneous objects. The 
perfect office of this type reflects the spirit of its 
occupant and yet fits in with the larger picture 
of the entire organization. 

Even the problem of the executive who likes 
nothing so well as modern furniture yet works in 
an organization that reflects an eighteenth cen- 
tury personality can be handled by a clever deco- 
rator. The result may well be more interesting 
than would be the case if one type of furniture 
was used in all offices of the organization. 

The expression of personality in offices need 
not call for a complete redecoration project, how- 
ever. Many things can be done to one office or 
all the offices of an organization in order that 
some phase of character can be reflected to the 
public. It is something for the public to be able 
to tell what type of business the office conducts 
without having to read the name on the door! 
Many organizations give some indication of the 
function of the business in decorations for the 
reception room or the foyer of the office. For 
instance an outstanding manufacturer of fine 
fabrics will provide a shadow box in the recep- 
tion room where lengths of the fabrics produced 
by the house are arranged. 

Publishing houses have long been in the habit 
of exhibiting books or magazines in their recep- 


tion rooms, but many other types of producers 
have not yet realized how interesting their prod- 
ucts would be to the visitors to the office. 

In the individual office this idea can be carried 
out in other ways. The decorative accessories can 
indicate not only the business in which the firm 
is engaged, but the sort of character possessed by 
the man or woman occupying the office. Style of 
furniture is only one indication. Window cover- 
ings offer another medium in which new mate- 
rials and styles lend themselves to individual 
treatment. Another opportunity is provided by 
the floor covering, and another by the wall treat- 
ment. 

But even such basic items as carpets and wall- 
paper need not be changed in order that a defi- 
nite character may be given to the offices. One 
executive who owns a good collection of maps 
uses these to add charm to the walls of his office 
as well as the walls of his home den. Because he 
spends more hours in his office than he does in 
his den, he feels that he enjoys his collection 
more than would be the case if it were exhibited 
only in the traditional place in his home. 

The man who collects elephant tusks or early 
American playbills has a similar opportunity to 
use part of his collections to give a lift to a tired 
or prosaic office. 


"Man-of-affairs" setting, from one of a series of “Offices with Personality" 
suggested in its advertising by W. & J. Sloane, New York 


42 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


January, 1945 


Linas ts SEIS » 


- 


ce gs + eet ee 5 — le Pe o, oe ae Be ae 
‘pale feel - a a Bay, 2 es Bees “ae a Poe zi a a ae x ‘ oe 7 ee : ie we ’ er oa E a 
= * E ; ee ee ee Pi 73) a (2 re eee Be ae 
4 ais sees » 4 : oil ¥ eS.) ee 
a 
: E : 
a ABC 
a v 
7 i prin 
ue ad offic 
cake with 
Ame 
: 5 14. 
; ; man 
Pa ee Add 
oP oe MER aa eee eee, si 
4 3 ; Be ie * eae a 2 id 
| 1 XP ? ae a = 
7 é r 4 ; Rees ete Gray 
“ “aot . *. ~ err, Ate | 
or : S. ae a, oe <i ge x nee Tl ty ‘ns > en ‘ turer 
: . 1 ee i me ae SS 4) syste 
> we SO a ee a ee met 
: ' bees tay” es j ct bs io | ee dese 
a x ee ee fe nical 
: rX ’ eau (SE aot 1 ie ay 31 Folds 
; ; Vio Aly : ieee | | Baas (4 a a able 
: . \wo oh NE lee ir e <a to Sy 
2 ‘ 5 a ‘ gthis: «i a 
gas Ca eon bey i. 
Es §so™ Nyy Hitie aa “oF. —., = = | 
2 et we Qo Mboase a te , t eee } 
se i ie ’ ? ~ en os = 
.% q Toe ee 
- ; , ve a “ Pa 2 See 
“aah ti YP Qu , URS ss S| 
: : a s Pe =" q f ie wea 
a ~ + ‘4 Ne cf BAT on 73 i 
i) SENG 
ke — P oe an 
oe as —  . ~ eet a Sg ; , 
ie = a ae 
&. q , . i Bis a a eos ae ; 
es pe | Sas , pes a ° | en 
: , “ <  me i ’ 3 Bae , a 
a a | - —s c . 
z Pee i >. te: = 2) aa 
i — 1 i ay Lt a ay oF ‘ are = ; \ Ee ere o - 3% nt i. i 
, - x sa a ene ae & Pe ey i eens” T tae “Oe 2 eee Y cate inde «a ’ 
f(a. fae ee ae ee 
7 > M ‘Ta oa te %  % 2% 2 e s i ‘4 es rs Sion me ie . ; Bf mat o 
: ; ' 5 bee : a. ee Se a Ke _— ait i | pore | 
ts z j 
, sy ee es | 
| . | | 
Z 3 ae a ‘ . ia -. : Cs a oe ; 5 se Bi ere 2 
: ee a -_— a: 2 "sae Si | i: an i i ae ua 
2 a a re a ge a ae ee. a ae “a eg ee RT 


— -_ fe _—lC(<—C 


_ 


aos 


;, 1945 


In The 
Spotlight 


ABOVE: 


WIDELY USED METHOD of photo-duplication is that of contact 
printing, which is used in thousands of businesses and government 
offices. Copies may be made rapidly, accurately, and in full detail 
with the A-Pe-Co method of contact printing developed by the 
American Photocopy Equipment Co., 2849 North Clark St., Chicago 
14. Uses for this process are found by production managers, sales 
managers, accounting departments and personnel departments. 
Additional information may be obtained from the company. 


BELOW: 
IMPROVEMENTS IN DESIGN have been made for the Sched-U- 


| Graph, the Remington Rand, Inc., product which enables manufac- 


turers to achieve greater usage of irreplaceable machine hous. The 
system is devised to provide a simple, accurate and economical 
method of loading and scheduling jobs to machines. A complete 
description of the machine load system, specially written for tech- 
nical engineers and production control executives is available in 
Folder KD-320A '"'Sched-U-Graph Machine Load Control" now avail- 
able from any local office of Remington Rand, Inc., or by writing 
to Systems division, 465 peta a. Buffalo, N. Y. 


) seeeeeapes sresencssny 


cio 
load control, 


ABOVE: 
UNDER ONE COVER the Liberty war tax record provides for all 


legally required tax records, sales taxes, luxury and war taxes, so- 
cial security and payroll records, income tax and in addition 
provides a complete yet compact + of transac- 
tions. Obtainable from the Commonwealth Publishing Co., 542 South 
Dearborn St., Chicago 5. Retail price is $5. 


ABOVE: 


EFFICIENT SYSTEM FOR DELIVERING beverages and other 
light refreshments to about 2,000 employees during working hours 
is the practical development of the Hanes Hosiery Mills, Inc., 
Winston-Salem N. C. A between meal pick-up was found to be 
helpful in eliminating fatigue and mobile trucks provided the fa- 
cilities for getting the refreshments throughout the building twice 
in the morning, three times through the afternoon, and twice dur- 
ing th enight.. Schedules are arranged so that employees in all 
departments can be served within approximately the same period 
and with a minium of lost time from their posts. Such industrial 
trucks are manufactured by the Elwell-Parker Electric Co., Cleve- 
land, Ohio. 


ABOVE: 


STEEL WALL DESKS from the Lyon Metal Products, Inc., Aurora, 
Ill., again are being manufactured and are available a 
dealers. The desk is suitable for inspectors, timek s, 
and others, and can easily be attached to any convenient wall epese. 
The model shown is priced at $9.20 f.0.b. the factory and is 24% 
x 23'/2 x 13 inches in dimensions. The attachment bracket is 12 
inches high and is made of 7/g x %-inch angle steel. The desk is 
finished in green baked enamel and is shipped with supportive 
brackets detached. Additional details are available from the 
company. 
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ABOVE: 


NEW AND STREAMLINED it the Hygeaire unit for air disin- 
fection which the American Sterilizer Co., Erie, Penn., has placed 
on the market. The new design has been formulated by a well- 
known industrial designer. The unit employs a G.E. Germicidal 
Tube to project intensified ultraviolet rays across living or working 
areas above eye level. The unit may be recessed into the wall, 
or wall or ceiling suspended. It is designed to assist industry in 
combating absenteeism caused by cross infection in offices and 
plants. The unit is distributed through the Graybar Electric Co. 
and General Electric Supply Corp. 


ABOVE: 


PATENTED MOLDED PLASTIC CORNERS 
hold in a vice-like grip the corners of the desk 
trays now being made by Service Products Co., 
Chicago. Plastic materials grained to blend with 
wood desk surfaces are being used in the con- 
struction, and a specially designed metal sup- 
port makes it possible to add trays on top of 
one another with absolute rigidity. The desk 
trays come in letter size and legal size, prices 
at $1.50 and $1.75 respectively. 
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FIND THE AMOUNTS FOR THE ACTUAL TIME WORKED IN STRAIGHT TIME. 
AND IN DOUBLE TIME. THE TOTAL IS THE FULL PRE. CALCULA 


ABOVE: 


ABOVE: 

MORE THAN 30,000 PRECALCULATED 
FIGURES are contained in the Nation-Wide 
wage rate book produced by the Colonial Co., 
2954 Quentin Rd., Brooklyn 29, N. Y. The 64 
pages are 5x 7 inches and spiral bound. Work 
is made simple for those who must calculate 
wages from 40 cents to $1.50 per hour. All 
rates are listed in quarter-hour units giving 50 
hours straight time, 20 hours time and a half, 
and 10 hours double time. 


IN TIME AND ONE-HALF, ; 
TED SALARY. SEE INSIDE FRONT COVER. 


SITTING DOWN OR SITTING UP can be managed with the 


same chair. 


chair or stool produced by the Kewaunee Manufacturing C 
Adrian, Mich., for all types of work at bench, machine, bly 
or inspection lines. The seat height may be changed instantly 


merely by lifting to suit any individual, large or small. 


The chair is the new model automatic adjustable 


0., 
ly 


Height 


ranges available in either chair or stool are 12 to 15 inches, |5 
to 21 inches, 18 to 27 inches, and 24 to 36 inches. The shaped 
steel backrest may be adjusted both vertically and horizontally 


in relation to the seat. 
making adjustments, since it is entirely automatic. An illustrated | 
bulletin may be obtained by writing Kewaunee Manufacturing Co. { 


No bolts, nuts, or screws are used 


Dept. 000, Adrian, Mich. 


SPEEDY 19 wane way the Ames Supply Co., 564 West Randolph St., Chicago 6, 


[er 


describes its Alphabet Shorthand manual. 
five million customers will be attracted to a new way of writing 
quickly and easily which can be learned in weeks. The minimum 
retail price for the manual is $1. 


It is estimated that 
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Must be tagged 


% FOUNTAIN pens and me- 
chanical pencils sold at retail on 
or after January lst must be 
tagged or imprinted with the 
proper dollar-and-cents retail 
ceiling price, brand name, and 
model number, the Office of Price 
Administration reminds retail- 
ers and their customers. 

The maximum price regulation 
setting dollar-and-cent prices at 
retail became effective Novem- 
ber 1. However, fountain pens 
and mechanical pencils shipped 
before that date were not re- 
quired to be tagged by the retail- 
er until January Ist. Those 
shipped after the effective date 
are required to be tagged by the 
manufacturer. None of the items 
covered by the regulation can be 
legally sold without the tag or 
imprint. 

The tags must show the retail 
ceiling prices fixed in the regula- 
tion or the retail ceiling prices 
fixed upon application by whole- 
salers or retailers to their OPA 
district offices. 

The tagging requirement does 
not apply to fountain pens and 
mechanical pencils with barrel 
or cap of solid precious metal, to 


used or imported pens and pen-: 


cils, or to those imprinted for use 
by advertisers. These will con- 
tinue to be priced under the Gen- 
eral Maximum Price Regulation, 
which sets prices at the indi- 
vidual seller’s March, 1942, level. 
More than 1,000 fountain pens 
and mechanical pencils have al- 
ready been priced by OPA. 
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Stamped envelope prices 
exempted from OPA control 


% STAMPED envelopes sold to 
and by the Post Office Depart- 
ment have been exempted from 
price control by the Office of 
Price Administration. 

This action is expected to re- 
sult in slight increases in prices 
of quantity purchases of 
stamped envelopes by the public, 
but existing prices for single 
stamped envelopes or for a 
limited number of them will re- 
main unchanged, according to 
information supplied to OPA by 
the Post Office Department. 

There will also be an increase 
in the price that the Post Office 
Department will pay for the en- 
velopes over prices that have 
been in effect since the begin- 
ning of 1941. Purchases are made 
by the Post Office Department 
under a four-year contract, the 
last one being awarded in 1940 
for the years 1941 to 1944, in- 
clusive. 

Renewal of the contract is now 
under consideration. 

The Post Office Department 
requested OPA to remove 
stamped envelopes from price 
control so that it might enter 
into a new contract at higher 
prices because of increases in 
cost experienced since 1940 by 
the one manufacturer producing 
these envelopes. The request has 
been complied with in view of 
the careful control that the Post 
Office already exercise over the 
prices for these envelopes, OPA 
says. 

Wood pencil supply adequate 
% A SUPPLY of wood-cased 


pencils adequate to meet consum- 
er needs will continue to be avail- 
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According to Washington 
The latest developments of interest 


able during 1945, members of 
the Wood Case Pencil Industry 
Advisory Committee agreed at a 
recent meeting, the War Produc- 
tion Board reports. 

The shortage of brass strip, 
used in the manufacture of fer- 
rules to hold erasers, was the 
principal concern of industry 
members. 

In order to meet greatly in- 
creased military requirements 
for brass strip for the small arms 
and heavy ammunition program, 
brass mill facilities will be taxed 
to the utmost, a Government rep- 
resentative said. He estimated 
that this situation would con- 
tinue well into 1945. There is 
little possibility of securing brass 
for pencil ferrules for some time 
to come, he told the committee. 
The manpower shortage in the 
brass mills, coupled with boosted 
military requirements, is the 
principal reason for the present 
tight situation in brass, he ex- 
plained. 

Wood-cased pencil manufac- 
turers have used a variety of sub- 
stitutes for the brass ferrule 
since copper restrictions were 
put into effect in 1941. These 
have been chiefly plastics, fiber, 
and steel. The plastic ferrule has 
proven satisfactory, committee 
members said, but chemical 
shortages have frequently made 
the cellulose acetate and butyrate 
plastics difficult to obtain. Fiber 
ferrules are less efficient, they 
said, and plated steel, though 
satisfactory, does not have the 
rust-resistant quality of brass. 

Lumber will also continue to 
be extremely limited in supply 
and there is little possibility of: 
an increased quantity. 


yer , a5 


eee oe eee a ee ce a a ee 
a ee re : a a 2: a ae oe noe Pe eo iy (2 eS 2 a , tie 
cae: eas) go o aa Soa oe Cl 7 ee aa ae a 
me Ye a eo aur ‘ a + Se iy ; | ee 
5 . . °° —- . e 
¥ a tea 5 
3 2 SESE AS NR RES ee mma 
at “h . cis 
a - ‘ . 
WE : : 
meutt >. «:- 
a mong 
1% | wal : ‘o% 
> y - i 
1-3 ¢ : 7) eae ' j 
S| a a Pe q 
= i. oyee aor am ; 
x gz rg Men = en 
33398 ae Pd: Ad gar 
‘ MBE tks EEE RE ERO EG amen 
ee i We ams bi : . 
5.61 “ ee See ~— : “3 arte 3 
ee IW 
6.60 ¥ 4 : +? _ o bd eines 
6. ‘ . ’ 
$33 
7.59 
7.92 ; 
6.51) 
9.2% 4 . 
9.57| 
Ry: 
10:58] | 
10.89] 
Be 
ree 
2.24) 
are 
2020| 
NE-HALF, } 
r COVER. 
S 
TED 
ide , 
S0., 
64 
fork 
late 
All 
) 50 § 
rvalf, . 
‘ 
1e 
6, 
at 
1g 
im 
ES ee a . ee ‘ig... aa fone § i ie ee, 
a ee _ ee ee ca a gs eee be ms OS . 2 Be eae se: Ye aoe 7 ee 


“Breath-taking’’ new desk, table, and chair design were revealed by Institute desiqners to these manufacturer members if the Wood 
Office Furniture institute at their convention recently. Left to right, outside of table: Gilbert H. Boose, J. Henry Dewitz, H. W. Stringe, 
M. H. Raggio, F. A. Hartman, F. J. Boling, Sterling Lord, John J.Reinecke, James A. Wallace, A. F. Krieg, Mrs. James A. Wallace, 
W. T. Powell, Mrs. W. T. Poweli, Mrs. C. H. Lund, Mrs. M. H.Barthmaier, and Kervin R. Dunton. Left to right, inside of table: 
S. Guy Norman, C. H. Lund, M. F. Sonderman, J. B. Deane, andEdward J. Beckmann. 


Memo for Tomorrow 
(From page 38) 

Month after month, year after year, both lamps 
and lighting have improved. The lamp labora- 
tories of the General Electric Co. only recently 
announced long, slim fluorescent lamps, highly 
efficient new light sources that can help office 
executives to put enough light for easy seeing on 
difficult office tasks. Circular fluorescent lamps, 
announced earlier by the same laboratories, can 
add variety to ceiling patterns as well as put good 
light on paper-work processes. 

Pictured with this article are three new ways 
to light a general office. Patterned after draw- 
ings submitted by nationally famous architects, 
commissioned by the Lighting Equipment Com- 
mittee of the lamp department of the General 
Electric Co., these sketches show how varied and 
interesting as well as effective and efficient the 
lighting plans of the future can be. 

The first drawing shows how new long, slim 
fluorescent lamps may be used in cove lighting to 
create a cheerful, comfortable high-wall and 
ceiling effect in a windowless office. Combined 
with the slim fluorescent are circular lamps in 
specially designed fluorescent fixtures and, down 
the center of the room between the columns are 
large-area low-brightness panels of regular fluor- 
escent lamps that compare with the cool effect of 
a summer sky as seen through window mullions. 
Distribution of the lighting is uniform yet the 
empioyment of a variety of light sources and fix- 
tures tends to relieve the monotony that might 
have resulted from orthodox uniform distribution. 

The second plan employs long lines of light 
which may be attained by the use of either 
standard or slim fluorescent lamps to create an 
interesting ceiling pattern. Most lines of light 
run lengthwise of a room. In this sketch, crossed 
lines of light insure even distribution at working 
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levels, put a generous flood of cool fluorescent 
lighting on all the desks in the room. Windows, 
on sunny days, often are a source of glare, while 
they may contribute far less than adequate light 
on darker days. With shielded fluorescent, used 
as it is in the second sketch, the whole ceiling 
becomes an artificial window with intensities high 
enough for working comfort. 

The third plan combines fluorescent in cove 
lighting with a single long line of fluorescent down 
the center of the ceiling. Filament lamps in soffits 
complete the basic installation in the second win- 
dowless room. The efficiency of this installation 
will be good, but the level of intensity might leave 
something to be desired. Auxiliary lighting obvi- 
ously might add to worker comfort and efficiency 
if figure processing were the function of the office. 

Looking at the lighting of the future is both 
stimulating and provocative. There are as many 
new ways to light an office as there are new tools 
and techniques that will help office executives im- 
prove their paper-work processes, aid office work- 
ers to do more work in less time with fewer errors. 

Soon, an office executive’s memo for tomorrow 
can read—“Check lighting, today.” 


Record Disposal 
(From page 40) 


period is the same as that for the primary rec- 
ords. Other correspondence which is unrelated 
to the above and which has served its usefulness 
is destroyed after a period of one year and the 
files are cleared of this type the first month of the 
following year. Special care must be given in 
the handling of files so that correspondence relat- 
ing to items which have a preservation period be 
segregated from other correspondence which has 
a period of only one year, so that it is not difficult 
to clear out the correspondence files at the end of 
the year. 
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Purchase Permanent Protection! 


Sheaffer's Permanent Skrip is the modern necessary. Available in Spatter - Proof 
writing fluid for Commerce and Industry. quart bottles and desk-size economical 
Its clean, clear permanent legibility which Top-Well bottles. Permanent Skrip comes 
will withstand even boiling water—safe- — i, y_siack, Blue-Black, Royal Blue, and Red 


guards important business records! The . 
finest writing fluid money can buy, Skrip <TR TERe CENTy SEEING Tar GUNN eee 


makes all pens write better, last longer, requirement. Purchase the permanent pro- 
stay out of the repair shop! Skrip keeps tection of Permanent Skrip—and play safe! 
all pens clean by not permitting them to W. A. Sheaffer Pen Company, Fort Madi- 
get dirty. Skrip dries so fast no blotter is son, lowa. 


SHEAFFER'S | 


PERMANENT 
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HANDI-PEN SET 


Handsomely designed 
in black, crystal, or 
ivory glass. Made from 
non - critical materials 
—with standard Han- 
di- pen features and 
quality for all-around 
efficiency and satisfac- 
tion. 

$3.00 to $3.25 


HP-G13 
HANDI-PEN SET 


The new glass Handi- 
pen set with wood fibre 
base. Wood grained, 
brown finish. Remem- 
ber, Handi-pen glass is 
indestructible by 
ink acids. Bottle 
holds 2 oz. of ink. 

$4.75 to $6.75 


~HP-G12 
HANDI-PEN SET 


Double set with wood 
fibre base . . . and a 
genuine Sengbusch 
Handi-pen through 
and through. .. . 
Give your employ- 
ees the “greatest 
aid to writing ease’— 
the Handi-pen set. Ask 
your stationer. 


STEELESS 


No steel or rubber. Base and 
assembly rods of wood — up- 
rights of treated Hardboard. 
Model 6V-S (illus.) $4.50. 
Write for circular to Dept. 201. * ¥ 
ar 


“es 


Sengbusch Self-Closing Inkstand Co. 


Sengbusch Building « Milwaukee, Wisconsin. 


8 ~ 
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| Soldiers Answer Addressograph-Multigraph 


Several hundred replies have been received in answer to 
the nation-wide series of advertisements the Addressograph 
Multigraph Corp., Cleveland, ran in quest of salesmen for 
after the war. 

A flood of responses came from servicemen all over the 
United States, in Europe, the Pacific area, and even Russia 
in reply to the advertisements, which asserted the company 
now was accepting applications from men in the armed forces 
and from others for peacetime work selling Addressograph 
and Multigraph equipment. The ads stated that the company 
would need more than 200 salesmen postwar in addition to 
those who were now on leave to the armed services and will 
return. 


New Work Flow Chart Designed 

Scientifically scheduling the work on the six basic steps 
of development so that new products will be ready in time, 
is the function of the New Products flow chart developed by 
Designers for Industry, Inc., Cleveland. 

This chart resulted from the need of the Designers for 
Industry, Inc., need for a simple, positive means for plan- 
ning the many steps and operations in the development of 
products for their clients. It proved so successful in sys- 
tematizing work and correlating activities that the organiza- 
tion decided to offer copies to any manufacturer who is work- 
ing on new products. 

A copy may be obtained from the company, 2915 Detroit 
Ave., Cleveland 13, Ohio. There is no charge or obligation. 


For Vari-Typer Users and Operators 

The initial number of The Vari-Typer Anvil, new pub- 
lication of Ralph C. Coxhead Corp., 333 Sixth Ave., New 
York, has made its appearance. 

The Anvil is a quarterly, produced on the Vari-Typer by 
the company’s training division and planned to carry in- 
formation on new developments of interest to all users and 
operators of this versatile office machine which has been 
coming into constantly wider use in recent years. 

Kathryn Cope Spencer is editor of the Anvil. Features of 
the opening issue are “Your Future as a Vari-Typist”, and 
a listing of new features added to Vari-Typer in the last 
few years. 


T. S. A. Holds Personnel Clinic 

A personnel clinic was a feature of the meeting January 
8th of the Transcription Supervisors Association of New 
York held at the Hotel Sheraton. Miss Irene H. Clark ar- 
ranged the program. 

Miss Jane Rowe, employment director of the Atlantic 
Diesel Corp., New Brunswick, N. J., discussed “Interview- 
ing Techniques”; and Miss Marie Jordan, supervisor of the 
stenographic department of the Flintkote Co., East Ruther, 
ford, N. J., talked on “Why and Wherefores of Merit Rating.” 

The clinic was offered to the membership as a refresher 
course in preparation for the problems of the postwar period. 


Son of Typewriter Official Decorated 
Robert B. McCormick, son of John J. McCormick, sales 

manager of the Corona division of L. C. Smith & Corona 
Typewriters, Inc., Syracuse, N. Y., has been promoted to 
the rank of captain, and has been awarded the Distinguished 
Flying Cross in England. Captain McCormick is first pilot 
on the B-24 Liberator “Hot Rock.” Although he is only 23 
years old, he has several other decorations besides the Dis- 
tinguished Flying Cross, including the Air Medal with three 
clusters. 

The presentation of the latest decoration was made by 
Maj. Gen. Leon W. Johnson at an Eighth Air Force Liberator 
Station in England. 
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Even Day FILE SAVES TIME 


FOR THE BOSS AND ME! 


The way it cuts out zigzag hunt-and-fumble when filing—no wonder thousands 
of busy executives and office workers shout praises for the original Every 
Day File! 

It specds up filing, sorting, classifying—organizes work—fills dozens of im- 
portant needs. See for yourself how it saves vital time, boosts efficiency, rules 
out many chances of error. 

Only the original Globe-Wernicke Every Day File is so simple, so good 
looking, so sturdily built for long hard wear. It comes in two sizes, and with 
various types of indexing—alphabetic (A to Z), days of the month (1 to 31), 
or with blank tabs for your own indexing. 

Ask your Globe-Wernicke dealer about the Every Day File for your office— 
or write direct to The Globe-Wernicke Co., Norwood 12, Cincinnati, Ohio. 
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WABASH WELCOME: 


— 


PROMPT DELIVERY 


WHEN you need special filing supplies 
eof any kind, remember Wabash. 


1. Your Wabash dealer can supply you 
promptly with special size guides, such as 
those shown above, for machine bookkeeping 
or other requirements at nominal cost. 


2. He can tell you the cost at once because 
he has a schedule from which special sizes, 
special headings, etc., in any kind of material, 
Pressboard or Nubian with celluloided Insert- 
able or Steel Tabs, may be easily figured. 


Call your Wabash Dealer today. 


127 Bast Water St; WABASH, INDIANA - 
igidlary of Art Metot rection 
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DRAFTING ROOM 
EQUIPMENT 


ENGINEERING MANUFACTURING CO. 


is the pioneer manufacturer of Plastic Draft- 


ing Equipment. It has never relaxed its 
standard of excellence. ESCO is consistent- 


ly respected and demanded. Leading 


stationers have ESCO products on display. 


+ een 


ENGINEERING 
MANUFACTURING COMPANY 
Sheboygan Wisconsin 


DRAFTEDGE your post-war MODERN DESIGN 


The Symbol 


E c c 0 of Superiority 
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—— 900 CLEVELAND STREET 


DAY workers and management of All-Steel- 
Equip are producing vital materials for the fight- 

ing forces . . . but we are planning for postwar needs. 
Again we will bring you the popular A-S-E Line of 
fine steel filing cabinets and office equipment . . . it’s 
the quality line that you will want to carry because . . . 


A MEANS BETTER QUALITY 


. . . because A-S-E engineers have 
devoted more than 31 years to the im- 
provement of steel products, including 
steel office furniture. A-S-E will offer 
the best in features, the best in design, 
and the best in quality materials! 


AGE MEANS FINER FEATURES 


. . . features usually found only on 
much higher priced filing equipment. 
Sturdy steel construction throughout 
for many years of dependable service! 
Fine locking mechanism, superior cab- 
inet design, glide-easy drawers that 
operate with almost effortless ease! 
Remember, it’s the dependable line, 
the quality line, that you will want as 
soon as peacetime production is 
resumed. 


ALL-STEEL-EQUIP Company, Inc. 


AURORA, ILLINOIS 
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Shift your Business 


into Higher Gear 
WITH 


EXECUTONE 


TOM 


THE MODERN SYSTEM 
OF BUSINESS INTER-COMMUNICATION 


ORK FLOWS with greater smoothness—greater speed— 
from the moment.you install EXECUTONE in your plac: 
or office. 

A mere press of a button places you in immediate voice-to- 
voice contact with any member of your organization—or with 
several at the same time! Reports are made—questions asked 
or answered—without a man leaving his desk, without a 
moment wasted. It’s as easy, convenient and as personal as 
an across-the-desk conversation. 


No more running back and forth from office to office. No 
more time-consuming delays while phones and buzzers go 
unanswered. EXECUTONE injects the split-second speed of 
electronics into inter-office communication ... relieves your 
switchboard of “inside” traffic ... quickens the pace and pulse 
of your whole business! 

The U.S. Navy has selected EXECUTONE as the “inter-com” 
system for many of our fighting ships. It will take only a few 
minutes to show you EXECUTONE in your own place of busi- 
ness. No obligation to you. 


as © 2. SEND FOR BOOKLET TODAY— 
ee | USE THIS CONVENIENT COUPON 


—® 


I 

I 

I 
INC. | 
415 Lexington Ave., New York17,N.Y. [| 
Please send me your Free Booklet M-10 I 
on solving inter-communication problems : 
I 

I 

I 


ADDRESS 


t 


uw 
For the Future of your Company and your Employees—BUY WAR BONDS! 
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Art Steel Co. Celebrates Twenty-fifth Year 

Twenty-five years ago, the founder of the Art Steel 
Co., the late Alexander Burger, introduced a new line of 
cash, bond, money and office boxes and other office items. 
The new line developed new methods in manufacture, styling 
and painting of the small office utilities and the slogan, “The 
line of quality at popular price” was adopted. Within a 
year of its start the company had to move to enlarged quar- 
ters in lower Manhattan and added to its line its well-known 
items of collapsible transfer cases, letter files, desk trays 
and other office utilities. 

In 1930 it became necessary to make a radical move in 
order to supply the demands of the trade and to efficiently 
fabricate the many new items and the additional lines which 
the company had been requested to produce. The Art Steel 
Co. moved to its present quarters at College Ave. and 145th 
St., New York, and continued and expanded its production 
of filing uprights, card cabinets; blue print cabinets, office and 
cash boxes, typewriter tables, desks and other office utilities. 

Starting within a short period after Pearl Harbor, the com- 
pany enlisted its production facilities in the war effort and 
has built many items such as ammunition boxes, chests, 
bomb racks, sub-assemblies and metal stampings. The com- 
pany has manufactured about 500 different items which have 
gone into the war effort. 

In 1941 the Art Steel Sales Corp. was organized as an 
independent sales outlet to merchandise the Art Steel Co.’s 
items, as well as others. Through this organization, contact 
was kept with the trade and the commercial stationers with 
the Woodmaster lire of filing cabinets, storage cabinets, 
transfer cases, cash boxes, and office utilities. The Art Steel 
Co. and the sales corporation are merchandising the Art 
Steel products under the trade name Steelmaster. 


In the post-war era the company plans to utilize new 
metals, new plastics and other new items which have been 
developed during the war years. From its initial slogan, 
“The line of quality at popular price.” the company has 
added, “To serve the dealer who services American industry 
which serves the world.” 

Executive officers of the company are Joseph Burger, presi- 
dent; Irving M. Levy, vice-president and sales manager; 
Arthur Burger, secretary, and Ed Bergman, executive vice- 
president. 


Payroll Aid Presented by Victor 


Combining the reference speed of visible records and 
the 1945 withholding tax schedule in card form has produced 
a payroll department aid which has proven particularly fast 
and accurate in tests recently made by the manufacturers, 
Victor Safe & Equipment Co., Inc., North Tonawanda, N. Y. 


The device includes five sets of cards for five payroll 
periods: weekly, bi-weekly, semi-monthly, monthly, and 
daily or miscellaneous. The holder, a letter-size pressboard 
folder with twenty transloid-tipped 8x5-inch pockets, has 
been marketed for many years and has been widely used for 
smaller records. 


Clear, widely spaced type, with colored rules, makes the 
figures easy to read. Distribution will be through stationery 
stores and office equipment dealers. 


Domore Chair Co. Issues Booklet 

A folder in colors titled, “Human Beings Are Not 
Made From Blue Prints” has been issued by the Domore 
Chair Co., Inc., Elkhart, Ind. This publication, in bright 
colors and pictures, points out the fact that office chairs 
should be as carefully fitted as shoes, eye glasses, or clothing. 
The company will be glad to mail copies of the booklet to 
anyone interested. 
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CARBO-WELD PENCILS 


¥ a 
BP a 


‘Sea. WEX Thin Colored Insole Grays . ee 


‘SEML-NEK Ofice Pencl 5 degrees i 
‘HIMBERLY Drawing, 22 degrees q 
— | f 
| ‘SUPER-DUPLICATING ; 
| : 


WwHINnID 


s.r VesNh®).. 
09H. ATSAANIM | 
TIS PIO 20S 


Quality in General 


Secretarial Type: 


Be i Pencils is clearly dis- ® = 
. P cernible when put x » 
ok the same beautiful cushion sian > ° 
~ 
4} —” COTTON-FILLED = Et 
od | Strong, smooth, ~ ) 
st The fastest-selling chair cushions ever to hit the | ; , . ho- ' 
S, trade! Chair Cushions that have good-looks, manag any Sele | = 
Y. greater comfort, longer-lasting durability. Weld leads and per- >) te 
ail Executive Type: a fect grading account < 
4 wranenae “ a ie vie ot $5.00 fer their great pop- 3 
’ bod atherette and Fibre-X, +H illed. i : 
as | e e e otton . _ ularity. 7 = 


2400—Fabric and Fibre-X, Knife Edge. 
in Lists at $2.00 


- ne and _— Knife ~,. dil 

pail scan > Fibre-X, sete Lae a $3.40 
Not Enter Your Order Today — Dark : x Sint ZB, as se SEOF : 
sey CENTURY LEATHER FURNITURE CO. General Pencil Compan 
¥" AR Greene St. New York 12, N.Y. 67-73 FLEET STREET (O) JERSEY CITY 6,N.J. | 
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Nev’ R-KYRE 
GEAR PRINT. PRODUCT 


THE au PURPOSE 

CARBON PAPER 
Liptt/~ 
FEATURE 


SS 
NEV-R-KURL 


Carbon Papers 


Will not curl, tree, wrinkle 
or smudge. 


Gives 35 to 50% more copies 
per sheet by actual tests. 


Universal adaptation—same 
sheet works on standard or 
noiseless typewriters, billing 
or bookkeeping machines. 


Steady run of PROFITS 


Few products used by business make such 
a steady run for efficiency as Nev-R-Kurl 


CLEAR PRINT 
Wood Stamp Pads 


Tests shows double life of 
average pad. 


Will not warp or sag. 
Easy re-inking. 


Ink dries instantly on paper, 
but never within pad. 


Practically indestructible. 


L A.PHILLIPS 
President 


Carbon Paper and Clear Print 


Stamp Pads. Both Nev-R-Kurl and Clear 
Print Wood Stamp Pads have exclusive 
features that will stand up under the most 
rigid comparative tests. These tests will 
prove their quality, efficiency and econ- 


omy—and establish these products 


winner in any. race for superior perform- 


ance. 


Rocess Co.Inc. — 
192 Milt STREET 
ROCHESTER Nn Y 


Wood 
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EASE OF USE Yes ... we say Higgins Ink is so easy to use that even a baby 


can cope with the situation. Artists, draftsmen 
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and students know that Higgins Inks actually 
“zip” their ideas in place. Use Higgins Inks 
for ease of application, precise performance, 


uniformity and speed. 


IGGIN 


< . 


RICAN INDIA 


5 


ine 


The International Standard 


Ee as 


Since 1880 
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It’s STILL 
WARTIME= 


No, you can't have all the ACCO Steel 
Fasteners you want yet, because steel is 
still at war. But we think it is time now 


to start planning for postwar business even 
though that may be months ahead. 


/ We think you ought to plan now to tie up 
| ‘ with the best sources of supply—the finest 

products—-the most progressive companies 
| —the lines that will be modern and that 
will tend to develop your business in other 
lines—the items that will be in demand 
because they have built a reputation, back 


you up with it and are needed in business. 


' In its own field that means ACCO Prod- 
= ucts. In quality, in reputation, in dealer 

policy, in sales ACCO has always been a 
leader. We expect to maintain that lead- 
ership. Therefore we believe it will pay 
you to place ACCO well up front in your 


plans for the good business ahead. 


| A C C O 
PRODUCTS, INC. 


39th AVENUE and 24th STREET 
LONG ISLAND CITY, N. Y. 


—E 


Available for Immediate Delivery 


An extensive range of 
PAYROLL and PERSONNEL FORMS 
Latest designs to meet 
current government requirements. 


The series include 
Master Payroll Sheets 
Individual Earning Records 
Bond Purchase Deduction Record 
Supplemental Personnel, Operating, 
History & Application Forms. 


Also many subsidiary forms for 
simplification of payroll accounting 


The "VIC" PAYROLL OUTFIT 


for 25 employees at $4. 
is complete, compact, simple. 


OTHER CESCO PRODUCTS 


Visible Record Books and Forms 
Post, Prong and Ring Binders 
Ledger—Catalog Covers—Indexes 
A wide selection of Commercial Forms. 


WRITE FOR SAMPLES OR CATALOG. 


The C-€-SHEPPARD CO. 


** 44-07 21: Street.» LONG ISLAND CITY. N.Y-- 
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_ ATTENTION 
QUANTITY BUYERS 


RIBBONS 


Check the advantages of 
Burroughs Discount 
Purchase Plans 


SMALL QUANTITIES—You save 10% to 40%. dis- 
counts on some types of supplies beginning with 
orders for as little as $10 worth. 


COMBINED PURCHASES-It's easier to earn discounts, 
because they are based on combined purchases of 
various types of supplies: for example, purchases of 
carbon paper help you to earn larger discounts on 
ribbons, and vice versa. 


BRANCH ORDERS-—If you have branches or affiliates, 
your discount rate is established by the combined 
purchases of all branches of your company, and all 
branches benefit by that rate in ordering supplies 
from their local Burroughs office. 


FRESH SUPPLIES—You are assured fresh supplies. 
without storage problems, because delivery of sup- 
plies is made as you need them. 

. e a 


Send for full details, prices and discounts for the pur- 
chase of roll paper and inked ribbons for practically 
all makes of business machines, carbon paper for 
every need, journal paper and other supplies. Call 
your local Burroughs office or write direct to 
Burroughs Adding Machine Co., Detroit 32, Michigan. 


Burroughs 


SUPPLIES FOR BUSINESS MACHINES 


BURROUGHS ADDING MACHINE COMPANY 
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Corry-Jamestown Reaches 25-Year Mark 

Twenty-five years of progress were reviewed by the 
Corry-Jamestown Manufacturing Corp., Corry, Penn., with 
the celebration in December of the silver anniversary of the 
founding of the company. The firm was incorporated in 
December, 1919, and started operations in 1920 with O. R. 
Hillstrom, president; C. A. Anderson, vice-president; D. A. 
Hillstrom, secretary and general manager, and C. G. Nelson, 
treasurer. Other directors were Rev. A. M. Benander and 
John E. Hultberg. D. A. Hillstrom had formerly been man- 
ager of the steel furniture division of Watson Manufacturing 
Co., Jamestown, N. Y., and Mr. Anderson had been superin- 
tendent of the same company. 


D. A. HILLSTROM 
Corry-Jamestown Mfg. Corp. 


Corry, Penn. 


In 1925 the company began to build its Steel Age line of 
files, desks were added, and gradually the firm went into the 
production of a complete line of steel office furniture. By 
May, 1942, the facilities occupied 185,000 square feet of floor 
space, there were 250 people on the payroll and some 2,000 
Steel Age items were being marketed through 2,500 dealers. 
This was the month Corry-Jamestown ceased production of 
its stock line and converted its entire production to war work. 

Because of its proven ability to produce a wide variety of 
quality steel products, the firm was able to make immediate 
contributions to the war effort in the form of airplane engine 
controls, ammunition boxes, ammunition chutes, many mis- 
cellaneous items of aluminum, and furniture for shipboard 
use. Another contribution has been the extensive production 
of chassis, chassis mounting assembles, panels, transformer 
housings and cabinets for radio and radar producers. Today 
the company employs 350 people. 

Present officers include D. A. Hillstrom, president and 
general manager; D. Armour Hillstrom, secretary and 
assistant general manager; R. C. Anderson, vice-president; 
H. H. Keppel, treasurer; and R. E. Larson, vice-president in 
charge of sales. The firm’s postwar plans have not been 
entirely released, but it is known that they include many 
innovations in Steel Age office furniture born of lessons. 
learned during the war. 

The company president has found time to contribute to- 
many civic, educational, musical and religious organizations. 
He is a past president of the Corry Chamber of Commerce, 
past president of the Corry board of education; member of 
the United States Chamber of Commerce and the Swedish 
Chamber of Commerce in the United States. In 1926 Mr. 
Hillstrom was knighted by Gustav V of Sweden to the Order- 
of Vasa, First Class. 


Ediphone Appoints Branch Manager 

A. P. Horner, vice-president and general manager of 
the Ediphone division of Thomas A. Edison, Inc., West 
Orange, N. J., has announced the appointment of Charles P. 
Andrae as manager of the Ediphone branch office at Kansas. 
City, Mo. 

Mr. Andrae became affiliated with Ediphone in 1919 and 
was employed in various sales capacities until 1939 at which 
time he was appointed director of municipal, states, and 
federal sales of the Ediphone division in the New York state- 
area. 
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AMERICA'S 
FASTEST SELLING 


Set 2814 


Competent artists and draftsmen know the important of working 


with fine instruments. They know that the name of CHARVOS 
on drawing instruments is their assurance of highest quality and 
dependability. Despite present conditions, we have a large 
stock and a wide and varied selection. The prices are sur- 
prisingly low. 


Quick Deliveries! Quick Turnovers! Quick Profits! 


SET 814 (illustrated above) DeLuxe Set with Center Wheel Bow In- 
struments contains: Compass, 6", new streamlined design with knuckle 
joint in each leg, straightening device, head adjustable for desired 
tension, Pen and Pencil Parts, and Lengthening Bar. Divider, 6", equip- 
ped with micrometer adjustment and tension-adjustable head. 

Bow Divider, 334'', center wheel adjustment 

Bow Pencil, 334", center wheel adjustment 

Bow Pen, 334", center wheel adjustment 

Ruling Pen, 5!/2'', octagon shape carbon steel with hand finished point 
Screw Driver, Needles, Leads, and Parts ; 

Velvet lined two flap pocket-type case. 


PRICE: $18.00 Each 


SET 612 Contains: Com- 
pass, 6"', Straightening De- 
vice with Pen and Pencil 
Parts and Lengthening Bar 
Ruling Pen 5'/." 

Bow Pencil 3%," 

Bow Pen 3%" 

Screw Driver with Needles 
and Leads. Velvet lined 
two flap pocket-type case. 


PRICE: $10.80 Each 


SET 614N Contains: 

Compass, 6"', Straightenin 

Device with Pen and Penci 

Parts and Lengthening Bar 

Ruling Pen 5/2" 

Divider, 6"' with Straighten- 
ing Device 

Bow Divider 3%" 

Bow Pencil 334" 

Bow Pen 334" 

Screw Driver with Needles 

and Leads. Velvet lined 

two flap pocket-type case. 

PRICE: $15.00 Each 


One of America’s foremost suppliers of material to artists & draftsmen 
Additional discounts on volume orders over $1,000 net. 


The Department Store of Art Materials 


ARTHUR BROWN & BRO. 
67 West 44th St., New York 18, N. Y. 


ear . 
ART 
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Finger hyp Filing 
with the BARKLEY 
*P, Vastic Tab 
DESK SET 


Avoid a messy desk by using the Barkley Plastic 
Tab desk set. Quotations, costs, discounts, taxes, 
catalogs and pending data can now be easily ac- 
cessible. The Redropo Folders with Barkley Plas- 
tic Tabs attached are designed for long and satis- 
factory use as they are made of a sturdy 18 pt. 
thick genuine red rope stock. 


One Desk Set consists of 25 Redropo folders with 
Amber Plastic Tabs attached and 75 special print- 
ed and plain inserts for your own selection. 


Lit $93.50 set 


Price Complete 
* Registered U. S. Patent Office. ' 
: Established 1921 


(1. BARKLEY & CU. 


Manufacturers 0 


JEFFERSON STREET CHICAGO. 
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Automatic Pencil Sharpeners are coming back 


THE FINEST MARKING AND 
CHECKING CRAYON MADE! 


like all Gold Medal products, are the 
finest crayons of their kind. Free from grit. In- 
delible and waterproof, or washable, as required. 
Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. 


Extensively used today in: 


SHIPPING ROOMS BOMBER PLANTS 
TANK PLANTS SHIP YARDS 
RAILWAY SHOPS FACTORIES 


For Marking and Shipping Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for Marking China, 
Glass, Tin, Metal, Textiles, Leather, Cellulose, Wet 
and Dry Lumber, Rubber, Paper; Oily, Wet or Dry 
Surfaces; for use in Bowling Alleys. 


GOLD MEDAL 
PRODUCTS 
LEAD ON MERIT 


Write us if you have a special marking problem. 4 
Send for Catalogue illustrating full line of crayons, 4 BINNEY & SMITH CO., 41 E. 42d St.. New York 17, N. Y 


chalks, paste, water colors, etc. for commercial use. 
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THE STANDARD FOR Dae CORALINE 31/0 


Made in Newark, USA 


Soft coral color. Quality clear through. Bias 
bevel ends and sharp edges erase lines 7 
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WELDON ROBERTS RUBBER COMPANY 
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The MODERN 
ECONOMICAL INK 


In less than a minute you 
can squeeze the contents of 
this tube into a quart of wa- 
ter and make a permanent 
ink that will last as long as 
the paper on which it ap- 
pears! 


i oe 


Yes, Permex goes a long 
way—and costs approxi- 
mately half as-much as fluid 
ink, yet it’s the finest ink 
money can buy. 


_ Permex is easily shipped— 
there’s no danger of break- 
age. It is guaranteed to be 
as good or better than any 
writing fluid you can buy at 
any price. 


We'll refund your money if 
you’re not satisfied with 
Permex—the Modern, Eco- 
nomical Ink that is perfect 
for fountain pens. 


| 


THE AMERICAN CRAYON COMPANY 


Dept. OE-2 Sandusky, Ohio 


( ) Please send me literature on Permex, the modern ink 
in paste form. 


Vanderhoof Elected President of O. E. M. I. 


A. W. Vanderhoof, vice-president and general man- 
ager of Standard Duplicating Machines Corp., Everett, Mass.. 
was elected president of the Office Equipment Manufacturers 
Institute at the annual meeting held December 7th and 8th 
at the Westchester Country Club, Rye, N. Y. 

Other officers elected include Roy Stephens, International 
Business Machines Corp., vice-president and chairman of the 
general executive committee; P. M. Zenner, the McBee Co.. 
vice-president and chairman of the sales executive commit- 
tee; W. F. Arnold, Underwood Elliott Fisher Co., treasurer, 
and Miss G. L. Meyer, acting secretary. 

Members of the board of directors are G. C. Brainard, 
General Fireproofing Co.; C. E. Hallenborg, Dictaphone Corp.; 
K. M. Henderson, Ditto, Inc.; A. J. E. Larson, Art Metal Con- 
struction Co.; C. R. Ogsbury, Commercial Controls Corp.; Roy 
Stephens, International Business Machines Corp.; J. L. Stew- 
art, Burroughs Adding Machine Co.; L. C. Stowell, Under- 
wood Elliott Fisher Co.; A. W. Vanderhoof, Standard Dupli- 
cating Machines Corp.; Arthur Walsh, Thomas A. Edison, 
Inc.; D. E. White, Addressograph-Multigraph Corp.; J. A. 
Zellers, Remington Rand, Inc., and P. M. Zenner, the McBee 
Co. 


A forum on postwar marketing was conducted by J. M. 
Thompson, Jr., and F. D. Lehn, both of the Underwood Elliott 
Fisher Co. O. C. Corbin, National Cash Register Co., talked 
on “Branch Office Morale,” and D. E. White, Addressograph- 
Multigraph Corp., had as his subject “Surplus Property Dis- 
posal and Other Government Activities Affecting the Office 
Equipment Industry.” 


UEF Executives Given New Posts 


The Underwood Elliott Fisher Co., 1 Park Ave., New 
York, through its president and general manager, Philip D. 
Wagoner, has announced new executive appointments. Fred 
D. Lehn has been named assistant secretary and assistant 
treasurer of the company, and John M. Thompson, Jr., has 
been appointed to the post of director of the International 
Division to succeed Mr. Lehn. 


Fred D. Lehn 


J. M. Thompson, Jr. E. W. LaTourette 


Mr. Lehn joined Underwood in .1929 and since May, 1934, 
has been director of the International Division. Mr. Thomp- 
son filled high executive positions for the International 
Telephone and Telegraph Corp., Mexican Eagle Oil Co., The 
Texas Co., Sinclair Oil Co., Guarantee Trust Co., and the 
Mexican Telephone and Telegraph Co., before joining Under- 
wood Elliott Fisher. He was executive assistant to the presi- 
dent of Underwood Elliott Fisher and assistant chairman of 
the Carbine Industry Integration Committee before his new 
appointment. 


In addition the company has announced the appointment 


a ha ot atin LER Reinke Ske: Sobts busses cyhe seek medinen of E. W. LaTourette as managing director of Underwood 

Cameens Elliott Fisher, Ltd., of England. Mr. LaTourette was regional 
BY Dcwealetdae Lensees eke havans Wan Vek esesdan coneturenes sales manager at Chicago before his appointment to the Lon 

Address PTUVETTLECT LOL RE TERETE ELUTE don post. He has served in many capacities with UEF since 

NR 25 605 aiedaadcaexesewine dundee SUNN »<¢ Viadinra tone br geueue 1916. 
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AICO-GRIP_Insertable 
Celluloid Index Tabbing 


AICO 
Identification 
Card Holders 


AlCO—Shop AICO 
Ticket Holders : Stock Indexes 


Office Equipment and Supplies 


AICO PRODUCTS 


Aico Indexes. 

Wide variety of styles. Stock styles are avail- 
able, and special indexes can be made to order. 
Aico-Grip Tubular, Insertable Index Tabbing. 
The first on the market, and still leads in effi- 
ciency and popularity. 


Aico Protective Holders. A protective holder 
for production records, shop tickets, route slips, 
specification and blue prints. 

Aico Plastic Label Holders. 

For file drawers, stock bins, tool cribs, etc. 


Protective, convenient and economical. Easy to 
insert. 


Always specify AICO — they're proven, profitable 


January, 1945 


products! 


ACCESSORIES 


@ hy S. JEFFERSON ST., CHICAGO, ILL. 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


SHOP TICKET HOLDERS 
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AMERICA’S LATEST 


OFFICE CHAIR CUSHIONS 
By Browstor 


2 ty =| 
. =| i tg 
4} sabimtagintapi=': 
==; a ich3 4 -: og btm = je 
papi igile Tak 
+ * etd pints bt mpg ticte pins ai 
=} pita hints cists ints tia! tigate 
mee 
Tt I: ¥t sini s bic ts 
tybictg pints iste pints regen aks ta etapa ticrs tis) 
at 


bicbatintat Tae wind bint bin 


rat mimyS Pinta RiSta Reha nat bt 


_ 
Sistd ists | eatureiedies teste atic 


ae 
1 ree 
sara + Geile i=} ists eistdbictd nimpe timid eieised 
hotbed brlorpd hdechd pde-b a & 
pine) d him id plerhd piers pint d rind}! 
Simba ee 
bth 4 i 


nic | mit fot 
sinha bles ta be va 
jbletd bint: 


yo ite 


The above cushion’ (as illustrated) is made of 
woven waterproof fibre. Box Type—2 inch Gussett 
—Beaded Edges. Made in 3 sizes—Style KH. 


No. 7KH (Executive) Size 17x18 
No. 5KH (Side Chair) Size 15x16 $1 3 5 
No. 4KH (Steno) Size 14x15 Each Net 


Rubber Floating Office Cushions 


A truly luxurious cushion with Latex Rubber inbedded 
in cotton felt for comfort and coolness. 
Box Type—2 inch Gussett—Beaded Edges. 
Made in 3 Sizes—Style AC 


No. 14AC (Steno) Size 14x15 $2.25 
No. 17AC (Executive) Size 17x18 $2.50 
No. 15AC (Side Chair) Size 15x16 Each Net 


SEND FOR DESCRIPTIVE CIRCULAR SHOWING 
ENTIRE BREWSTER LINE OF OFFICE CUSHIONS 


BREWSTER MANUFACTURING (0. 
1274 FLATBUSH AVE., BROOKLYN 26, N. Y. 


Middle West & Eastern Rep. J. C. SAINBERG 
Pacific Coast Rep. C. J. SCHUBERT—LOS ANGELES 
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for take-off signal 


HALL-WELTER CO. [e.g 


= ROCHESTER 7, Nay. 


Bad 


Error-No 


Our production units are all set and ready to go 
the minute we get the starting signal for full 
scale manufacture of Error-No line-by-line copy- 
holders. 


Right now we are accepting orders for these 
famous high quality all-steel copyholders. De- 
livery dates are still uncertain, though, because 
war work naturaly gets priority. — 


\|t ///7 


When Error-No copyholders start coming off 
the production line, it will be first ordered, first / 
DIVISION OF THE a filled. Even though we can’t guarantee a definite 


CAN BE PURCHASED WITHOUT 
PRIORITY OR RATION CERTIFICATES |; 


Rebuilt ii 


DICTAPHONES | 
EDIPHONES | 


SINCE 1923 
QUALITY REBUILTS | 


CLEARTONE CYLINDERS A stock of approximately |,000 machines, of 


Our economical, lined, smooth textured prod- ° 
née eens bene acaba Pure 4 all models, to choose from. Obtain modern 


is the ideal cylinder for dictating perfection. efficiency and voice clarity throuach the pur- 
Complete satisfaction guaranteed with every Y wd 9 P 


order. chase of our guaranteed rebuilts. 


AMERICAN DICTATING MACHINE, Co., Inc. 


235 FIFTH AVE., NEW YORK 16, N. Y. 
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529 South Franklin 
“a 


Factory: Coraopolis, Pa. 
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goon 
~ TYPISTS 


Prefer 


The famous paten- 
ted “Carbon Grip- 
per” in every box 
of Codo Super- 
Treated, Super Kote 
and Keen Rite. 


New York 


S 


VALUE 


Ten cents... 


PROCESSED LEADS 


TRY THIS 
POPULAR 
PENCIL 


AT OUR 
EXPENSE 


IN ALL 
POPULAR 
COLORS 


costs you 
just a 
penny post 
card... 


SEND FOR 
IT TO-DAY 


NATIONAL PenciL ComMPANY 


SHELBYVILLE, TENN. 


New York Office, 220 FIFTH AVENUE 
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| General Office and Factory 
om Park : 


THE HOME OF QUALITY PARK ENVELOPES 


FACTS ano FANCIES 


By McGillicudy 


Hitler and Hirohito are starting this New Year 
with headaches that won't get any better. 
Allied armies are seeing to it that their hang- 
over will have the emphasis on the “hang.” 


No time was wasted at Quality Park in welcom- 
ing the New Year—we just kept on working—and 
in case | haven't mentioned it before, we spend 
most of our time here making Quality Envelopes .. . 
such as Leatheroid, Champion Clasp, Blue Line Air 
Mail, Air Way Express, Banker's Flap, and others 
(take a look in the catalog). 


In case your Quality Park catalog is getting a 
bit dog-eared—don’t ask us for another one 
right now. We're down at the bottom of the 
barrel but expect to have a new catalog shortly 
—so please be patient. 


The beginning of a new year means file transfer 
time for most offices. You can save time for your 
customers by calling their attention to Leatheroid 
Vertical File Pockets—the ideal container for bulky 
correspondence. There's a good assortment of sizes 
with either paper or cloth gussets—and some with 
guide height backs. If you carry a good stock you 
can startle customers these days by saying, “Yes, 
we have just what you want!”” Of course, Leather- 
oid Vertical File Pockets, like all Quality Park 
products, are sold through dealers only. 


You know those bomb-body shipping bands 
that girdle the bombs and aren’t removed until 
the missiles are loaded in the planes? Well, 
these shipping bands are now made of paper 
and as a result 4,000 tons of steel are saved 
each month. Just another example of how 
paper has gone to war — and another reason 
why it’s still important to conserve paper. 


I saved this for the last paragraph—all of us here 
at Quality Park join in sending to you best wishes 
for a happy, healthful, New Year of progress . . . 
and in wishing with you for Victory in 1945 for 
our fighting forces on all fronts. 


x Buy War Gouds 


ENVELOPE COMPANY. 


564 W. Monroe Street 


St. Paul 4, Minnesota Chicago 6, Ilinois 
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Chicoge Office ond Warehouse 


Victor Announces Two Appointments 

Two executive appointments have been announced by 
M. S. Bandoli, vice-president in charge of distribution for 
the Victor Adding Machine Co., 3900 North Rockwell St., 
Chicago. 


LEFT: 
Paul Schutt 


RIGHT: 
Frank Allin 


Paul Schutt, former director of service, has been named 
director of training, and Frank Allin, former district man- 
ager, has been named director of service. Mr. Schutt joined 
the company six years ago and has served in various exec- 
utive capacities. Mr. Allin has been with the company five 
years and for the past two years has been active in the 
company’s war production effort. 

In connection with these appointments has come the an- 
nouncement that the company plans to make extensive use 
of sound slide films in sales and service training in the post- 
war period. The program will use sound films to cover 
both the fundamentals of selling, and application of products. 
A similar program covering mechanical servicing also is 
under consideration. All films and other training material 
are being produced under the direction of Mr. Schutt. 


Spengler Loomis Manufactures Four Models 

Following the recent WPB release of steel and other 
material for the manufacture of pencil sharpeners up to 50 
per cent of the materials used in 1940, the Spengler-Loomis 
Manufacturing Co., 58 East Washington St., Chicago 2, has 
announced the manufacture of four models. 

The four models are the Giant Transparent Receptacle, 
Dexter No. 3 Transparent Receptacle, Dexter Draftsman 
Transparent Receptacle, and Special Draftsman Transparent 
Receptacle. 


Gadue Is District Manager for Royal 

Maxwell V. Miller, vice-president in charge of sales 
for the Royal Typewriter Co., 2 Park Ave., New York, has 
announced the appointment of E. J. Gadue as district man- 
ager for the company. Mr. Gadue joined the Royal organiza- 
tion in 1938. 


New Global Atlas Ready 

“Atlas of Global Geography,” a publication of Global 
Press, Inc., 381 Fourth Ave., New York, is a new atlas de- 
signed to make clear the inter-relationship of the continents 
in an era when speedy transportation and communication 
facilities are binding the countries of the world together 
in a new way and changing preconceived ideas concerning 
global geography. 

The atlas is the work of Erwin Raisz, lecturer in Carto- 
graphy, Institute of Geographical Exploration, Harvard Uni- 
versity. The many maps, in rich colors, show the continents 
as they appear when the globe is viewed at various angles. 
Particularly emphasized is the polar relationship of the 
continents, revealing the reasons for the new speedy routes 
uniting Europe, America and the Orient. 

In addition to the maps, cartograms and text give an 
up-to-date picture of geographical characteristics such as 
distribution of population, food, races, languages, and dis- 
eases. 
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TYPING 
RACKET 


/ with 


IL-KLATTE 


THE SCIENTIFIC TYPEWRITER PAD 


Make your office quieter, more pleasant, by 


using KIL-KLATTER 


ads under 


our type- 


writers. KIL-KLATTER really deadens sound 
... cushions against finger shock . . . gives type- 
writers a feel that typists prefer . . . and, most 
important, it adds years to typewriter life by 
absorbing harmful vibrations. 

KIL-KLATTER is made of famous Ozite 
All-Hair Felt with treated top to keep machine 


legs from digging in and non-skid 


ottom to 


prevent sliding. Size 11°x 13 in. fits all type- 
writers and many other business machines. 
Ask your office supply salesman to demon- 
strate a KIL-KLATTER under your noisiest 
machine, and you'll see how much more quiet 
typing becomes with a KIL-KLATTER pad. 


AMERICAN HAIR & FELT COMPANY 


Merchandise Mart * Chicago 54, Ill. 


AT YOUR 
STATIONER’S 
or 
OFFICE SUPPLY 
DEALER 


January, 1945 


GE Ie < te pi Ot a 


No. 10 30”x14” 
No. 10V 30” x 12” 


Sturdily constructed 
general utility basket — 
suitable for use in lava- 
tories and wherever 
towels or other waste 
material accumulates 


quickly. 


“Colors: Brown and 


Olive Green 


No. 2V . 
Height 15” 
Top Diam. 12” 
Bott. Diam. 10” 


- Popular office size 
strongly built waste 
basket, appropriate for 
executive and employ- 

ee use. 


_. Colors: Brown and 


* 
ve 
; ab: 
ty 
wo. 
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No. C-110¥ 


16” x 30” 
18” x 30” 
20” x:30" 


A large capacity 
re - enforced 
basket for gen-~ 
_ eral industrial 
and commercial 
ea built to 
stand rough 
usage. 
Also . mounted 
on wheels, 


Ro ge 


oo: EEE 
net 


; 


Colors: 
«Brown and 


Olive Green” 


Distributed by 
BAINBRIDGE, KIMPTON & HAUPT, Inc. 


218 Greenwich St. 


New York 8, N. Y. 
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The new, post-war 
synthetic rubber cement 
introduced and sold 

at the N. §. A. Convention 


The first artist's cement 
of its kind, a new syn- 
thetic rubber cement that 
defies oxidation, thus as- 
suring permanence and 
safety in mounting photo- 
graphs, drawings, labels 
and other valuable pa- 
pers. Its clear, transparent 
film will not wrinkle or 
discolor thin paper. Any excess easily 
rubbed off with finger. 


Available now at your usual source of 
supply in 4-oz. bottles (with brush) and 
+ in pint, quart and gallon containers. 


Ask for copy of booklet containing actual 
a samples of oxygen bomb test, proof that 
* SUPERGRIP defies oxidation. 


46th YEAR of SELLING 


Exclusively to 


STATIONERS & PRINTERS 


for IMMEDIATE DELIVERY 


% OXBERRY MANILA »% CATALPA BOND 
% HYMARK MIMEO + DRAWING PAPERS 
% “RED SEAL” ENVELOPES 


——HYMAN “HY- SPOT” ——\ 


HYMARK LEDGER SHEETS 


Fine Quality White Ledger 
Banded in 100s—500 sheets to box. 
No. 912 Form A—9!/;x117/s—Double Entry 
No. 913 Form E—9!/4x117/s—Debit-Cr-Bal. 


PAPETERIE VALUES! 


% MONROE (W) LETTER—Monarch Size 
Watermarked laid effect 50% Rag 
100 Sheets 60 Envelopes 
Minimum 44 Boxes to Carton 


COLORED VELLUM 
White—Blue—Gray 
Note Size—24 Sheets, 24 Envelopes 
Letter Size—24 Sheets, 24 Envelopes 
ENSEMBLES 


24 Sheets Note—24 Sheets Letter—48 Envelopes 
Diagonal Stripe Effect—Deckle Edge 


Minimum 24 of a size, style, color. 


1000 Reams—$8!/,x11—Blue 
MANIFOLD 


Manufacturers of 


“HYGRADE” 


WATERMARKED 


ADDING MACHINE ROLLS 


L. HYMAN & SONS 


Paper Merchants 
102 Prince St. New York 12, N. Y. 
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The Acoustor Cabinet does more than absorb business machine noise. 
It provides built-in, no-glare fluorescent lighting, eliminates vibration, ‘* 
and shuts off outside distractions. Standard finish—office green. 


- REDUCE YOUR OPERATORS’ NERVOUSNESS 
AME FATIOUR WHE... 


It is a fact that business machine noise creates fatigue, not 
only with the operators but with all employees in range of 
the noise. One survey, recently completed, shows that 
operators use 19% less energy, and general health of all 


employees improves when you have quiet. 


You can eliminate nerve-shattering business machine clatter, 
quickly and permanently with Acoustor Noise Control Cab- 
inets . . . whether you have one, two or a dozen machines. 
No remodeling of any kind necessary. 


Nine out of ten office managers who try one Acoustor Noise 
Control Cabinet order additional cabinets. They approve 
the quiet and improved efficiency. 


Acoustor can serve you well, too. 
Why not write for information today? 


THE C0 USTOR COMPANY 


654 MARSHALL ST. YOUNGSTOWN, OHIO 
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TAGS * LABELS * PIN TICKETS 


FOLDER ROLL LABELS AND INDESTRUCTO TAGS 


Sold by leading Stationers 


= , the |. LMAY COMPANY 


109 WEST I9TH ST., NEW YORK, N. Y. 


January, 1945 When writing advertisers please mention Orrice Equipment Dicest 67 
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Figuring the New Withholding Tax Deductions 
is EASY and FAST with the New DELBRIDGE 
SIMPLIFIED WITHHOLDING TAX CHART 


Automatic e Accurate e Answers 


oe to comply with the withholding provisions of the 
New Individual Income Tax Act. The visible-index, hinged-card, 
chart system gives deductions at the highest possible speed with 
precision accuracy. The large, clear print is easy on the eyes and 
the new, special three-line grouping of answers insures accuracy 
and speed. 

Available for weekly, bi-weekly, semi-monthly, or monthly payrolls. 
All editions include the daily and miscellaneous period deductions. 
16 hinged cards, base size 6'/2 x 9/2. 


DELBRIDGE SIMPLIFIED WITHHOLDING TAX — 


No. 533 WEEKLY PAYROLL (Also Daily and Misc.)........... $2.50 
No. 533A BI-WEEKLY PAYROLL (Also Daily and Misc.)......... 2. 
No. 533B SEMI-MONTHLY PAYROLL (Also Daily and Misc.).. 2.50 
No. 533C MONTHLY PAYROLL (Also Daily and Misc.)........ 2.50 


ORDER FROM YOUR OFFICE EQUIPMENT DEALER 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


GOVERNMENT SURPLUS 
EXCEPTIONAL VALUE! 


Brand New in Original 
Cartons 


WILSON-JONES 
COLUMBIA 
POSTING TRAYS 


with stands and covers, 
equipped with lock. 
Wood construction. Op- 
erating mechanism on 
front and rear compres- 
sors of steel, exactly as 
used on pre-war trays. 
Has drop side for off- 
set. Olive Green finish. 
Will take cards up to 
10" wide and 7" high 
with cover (any height 
without cover). Eqiup- 
ped with stand on roller 
casters. 


LIST PRICE—APPROX. $60.00 


Our Special Low Price *28°7> Each Retail, F.0.B. New York 
Shipping weight 45 lbs. Measures 2034” long. 
Write, wire, phone at once. 


COLUMBIA TRADING CORP. 


7 Waverly Place New York 3, N. Y. 
GRamercy 3-3741 
Merchandisers of Surplus Materials 


Let’s get off to a flying start this New 
Year ... with special emphasis on 


ALL-WEATHER FULTON 
Stamp Pads & Ink Stamp Pads & Ink 


DRI-KWIK 
Stamp Pads and Ink 


FULTON— Daters and Numberers 
SERVICE—Daters and Numberers 


Special Inks for Special Purposes 


FULTON SPECIALTY CO. 


(200 FIFTH AV., NEW YORK CITY 10.N.¥. 
FACTORY AT ELIZABETH 1, N.J._ 


Th 
Amm r ition! ! 


Locat 


, 000 4 alias “ 


“Ammunition” is anything that hastens Victory. Time 
saved in clerical work is high-power ammunition. Impor- 
tant time savings can be made by using Cook’s Steel 
File Signals on cards and ledger sheets to segregate 
groups of facts for quick reference. In 12 non-chip colors 
for all filing systems. Card of samples on request. 


The H. C. Cook Co., . Tn 
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hon old trusted fuénd 


BRAND 


ERASER and CLEANER 
THE ORIGINAL AND STANDARD 


1. “ARTGUM” doesn’t smudge. 

2. “ARTGUM” is friable—has no deteriorating content. 
3. “ARTGUM” doesn’t abrade the surface of paper. 
4. “ARTGUM” contains no grit. 
5 
6 


- “ARTGUM” doesn’t dim ink lines or delicate im- 
printing. 


. “ARTGUM” is a surface cleaner with a light touch. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


FOR OFFICE, 
HOME, HOSPITAL 


Retails 
$3. 


Walnut, Green and White 


HOLDS: aN 
STENO BOOKS yr 
READING BOOK 

TABULATING SHEETS 


ADDRESSING LISTS 
DICTIONARIES 


DISPLAYS: 


SHEET MUSIC 
ARTISTS - DESIGNERS 


PEP PRODUCTSCO. P 
1776 Broadway te 
New York 19, N.Y. 7" i; 
CO. 5-0306 WK 


Like the WORLD FAMOUS KOH-I-NOOR DIAMOND, 
KOH-I-NOOR PRODUCTS have long been famous for 
their oon qualities. Whatever is required ‘in 


of our catalog 


KOH. |- NOOR PENCIL COMPANY, INC. 


BLOOMSBURY, N. J. 


January, 1945 


fo YOUR 
RUBBER BAND 
PROBLEM 


Keep cancelled checks, deeds, mortgages, 
insurance policies, vouchers and documents 
neatly tied together. 


PULL either end to tighten. 
PULL shorter end to loosen. 


PULL FASTENERS do not dry out, crack or break while 
in use ... eliminate the danger of documents becoming 
lost or separated ... used by Banks, Utilities, State, 
City, County Offices, Insurance Companies, Libraries, 
Railroads, Business Offices and Manufacturing Firms. 


Write for Samples and Prices. 


SCHLEGEL MANUFACTURING COMPANY 


277 North Goodman Street Rochester, N. Y. 


When writing advertisers please mention Orrice Equiement Dicest 
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for 


PERMANENT 
INSTALLATIONS 


and 


wraps are kept dry, aired and 


WRITE 
Turns Out 
WRITE-QUALITY WORK 


With WRITE, you get more and cleaner 
copies from each original. Save you time 
—every time! That’s not all! You also 
cut down costs of supplies and labor with 


WRITE generously-inked 
Carbon Paper and Typewriter Ribbons 
Guaranteed for uniformity, quality, 
and long wear. 

Inquire of your dealer, or send today for 
FREE samples, and attractive prices. 

Immediate Deliveries! 


ence. Matching add-on units will 


and locker units. 


today and add matching units 
required. 


Write for Bulletin G-4 


624 So. Michigan Blvd. 


CARBON PAPERS Prompt Delivery 


These modern presswood wardrobe 
racks are not temporary ‘'war ba- 
bies"', but are built for permanent 
installations, incorporate all of the 
patented PETERSON efficiency fea- ff 
tures of: Spaced coat hangers, where 
"in 

press." Individual ventilated hat 
spaces, space-saving efficiency—ac- 
commodate 3 or 4 persons per sq. 
of floor space. And, where desired 
built-in, lock boxes, umbrella racks 
and overshoe shelves. Sell this silent 
wood equipment today with confid- 


available in both wood and in steel 
over the years, in single and double 
faced costumers, wardrobe racks, 


Write for catalog sheets and name 
of local dealer. Buy what you need 


: She A 
320 Lexington Avenue ORICE 
WRITE New York VW, N. : rk 


VOGEL-PETERSON COMPANY 
) FACTORY: Bridgeport, Conn. “The Checkroom People” 


ft. 


be 


fh. 
BAL 


Chicago 5, Ill. 


5 Ib. cans 


TRIAL ORDER—Send 


464 West Superior Street 


CARDINELL CORPORATION - MONTCLAIR, NEW JERSEY 


order for 12 tubes today. 


cating Ink stains, oil, 
grease, etc. 


Quick, effective, pleasant— 
enjoys enthusiastic approval 
of copy machine operators. 
They like its thorough, yet 
gentle action, its pleasant 
scent and the way it keeps 
hands soft and smooth with- 
out disturbing nail polish. It 
has been tested, approved 
and adopted for use by 
many large firms including 
Bethlehem Steel, Timken, 
R.C.A., Inland Steel, Crane 
Co. and Ryerson. 


, Pre. 


Chicago 10, lil. 


your 
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BUYERS of OFFICE EQUIPMENT 


Here's an item that is an absolute “must” for 
every office— 


PUMICE STONE 


should be in every wash-room! Quickly removes ink and 
grease stains from the hands; also grime, paint and even nico- 
tine stains. Softens and helps eliminate callouses and hardened 
skin on hands. 


HELPS INCREASE EFFICIENCY 


Requa's PUMICE STONE works effectively and rapidly. 
employees’ hands neat, well-groomed and 
Special PUMICE STONE for the ladies. 


Write today for FREE information. May be purchased through 
your regular source or, if unobtainable, write direct. 


REQUA MFG. CO., INC. 


1193 Atlantic Ave. Dept. 66 Brooklyn 16, N. Y. 


Keeps 
ready-for-action. 


DESK coo: NAME PLATES 


On Mahogany, Wal- 
nut or Oak polished 
stands in Gold or 
White Embossed let- 
ters. Send for our 
illustrated folder for 
styles and prices. 


AERRE NRE DATE AUNINGE 


(Room 305), 10 W. 47th Street, New York 19, N. Y. 


READJUSTMENT 


At the service of Ameriian busi- 

ness, for current readjustment of 

office layout to insure continued 

operational efficiency at the high- 
est level. 


* 


KENNETH H. RIPNEN COMPANY 
Incorporated 
101 Park Avenue New York 
Office Layouts Factories 


Warehouses 


EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


™ Gorrespondence, tax and 
Se) budget record, phone num- 
bers, etc. in one compact file. 


Sells for $1 9 5 


An AMFILE VOLUNTEER SECRETARY for house- 
wives, business men, stucents, teachers, shopkeepers. 
Holds all the correspondence, data, miscellany everyone 
needs to save. Its self-selling features: 
@ Alphabetical and monthly @ Extra blank and printed 
folders, business letter- labels. 
head size. @ Durable, attractive file in 
blue, French gray, brown, 
@ Extra blank folders. ivory, green. 
UNIQUE—Each folder a record system. Forms for addresses, 
telephone numbers, budget, tax, expense records, miscellan- 
eous information. 
It's a complete filing system, suited to individual needs! 


The selling is done when people see the AMFILE Volunteer. 
Il you do is suggest an extra one as a gift for a friend. 


PROMPT SHIPMENT. Order today. Write for descrip- 
tive circular. 


Amberg File & Index Co, 1507 pan nia 


January, 1945 


/, LETTERING GUIDES 


HEYER 


FINE TOOLS MEAN FINE WORK 


Improved stencil cutting and fine lettering for artistic 
display work calls for fine instruments. Heyer Quality 
Styli meet every demand; 18 styles of points, well 
balanced plastic handles. Also Lettering Guides in 
popular type faces and sizes. 


Write for Complete Catalog 
Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO 7, ILL. 


When writing advertisers please mention Orrice Equirment Dicest 71 
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/STAEOTLER.ING 
(| SSS WORTH STREET 
NEW YORK.N-Y 


Genuine Art Corners by ENGEL 
For Photo Albums, Scrap Books 


NATIONALLY ADVERTISED for mounting snapshots, postcards, clippings, 


stamps, a _ ie aii 
PocSxet TRANSPARQ 
A>rt Corners ort Corners 


naa prints "Clear as Glass." 
9 or loose, Ppteen 
negatives can be Complete visibility. 
filed in back. Prints or stamps 
removable at will. 


100 of a color in 3 
envelope to sell for 100 in boxette to 
10c. sell for I5c. 


Order from your wholesaler or write 
ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., 


EXPENSE BOOKS 


Everyone needs them now—more 
than ever before—for income and 
payroll tax deductions. 


BEACH'S 
“Common Sense" 
Expense Books are recom- 
mended by income tax men 
and endorsed by the countless 
army of salesmen and travelers 
who have used them for more than half a century. 


Beach Publishing Co., Detroit 2, Mich. 


GRIPTITE 
BANDS . 


The Permanent Successor 


to Rubber Bands 


GRIPTITE Bands are a definite need in 
every office. 

They are easily applied; quickly removed. 
They hold papers such as cancelled checks, 
deeds, mortgages, insurance policies, 
vouchers, and other documents neatly 
compressed. 

They are manufactured in 14 lengths — 
6" to 54” long. Write for samples 
They can be used over and over again. and prices. 


ROCHESTER WIRE-O BINDING, INC. 


108 MILL STREET ROCHESTER, N. Y 


Chicago 40, Ill. | 


\ FITTING TRIBUTE TO 
_ THOSE IN SERVICE 
Beautiful plaques, many 
designs, in sizes for any 
number of name plates. / 
Send for need and liter-/ Bp 


ature. . bales" ss 


> INTERNATIONAL BRONZE TABLET CO. | 
36 East 22nd Street - New York 10, N. Y. 


CHAIRS 


Folding Chairs 
MANY STYLES 


Tablet Armchairs 


Prompt shipment from 
stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York i, N. Y. 
Dept. G 


MOORE pusn-pins 


* THE PIN WITH THE HANDLE 


PUSH-LESS HANGERS 


* THE HANGER WITH THE TWIST 


Well-known since 1900 for every 
pin-up or hang-up need. Two top 
quality products that bring satisfied 


customers. ti FR if 


MOORE PUSH-PIN COMPANY : Since 1900 


113-25 Berkley Street, Phila. 44, Pa. 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 


@ Screw Post Metal Binders 
@ Six different sizes 


#80....10/%2x 8 #63....15'/2 x 12% 
#81....11/2 x 9% #84... .16/2 x 13% 
#82....13'/2 x Il #85....23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 
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OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


January, 1945 
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Ceeooocccooooooooooooccoooooooooooooooocs 


The story of 
THE RETURN OF 


Grippit 


the first and finest Paper Cement is now 

being mailed to the Trade. Be sure to get 
yours. Write to 

HARRIMAN -WELTS, 


403 RIVER STREET 


INC. 


HAVERHILL, MASS. 


Investigate the new 


Rocka File 


REG U.S. PAT. OF e 

An improved new system of fil- 
ing. Compartments turn open 
at the touch of a finger instead 
of pulling open... Material 
withdrawn or inserted from the 
side—instead of vertically. 
Saves up to 50% floor space. 
Everything instantly accessible 
—No filing experience neces- 
sary. For information see your 
stationer or office supplier. 


ROCKWELL-BARNES COMPANY 


Specialists to the Stationer Since 1903 
35 E. Wacker Drive, Chicago 1, Ill. 


Patents Applied For 


Write for our Everyday 
SPECIAL $50.00 ASSORTMENT 
OF BOXED STATIONERY 
WHITE AND COLORS 


NATIONAL MERCHANDISING COMPANY 
Distributors of Greeting Cards and Social Stationery 
26 LINCOLN ST., BOSTON 11, MASS. 


ee ss ee 


ROBERT E. JONES 
ERVICE § 


AT YOUR $ 


Changeable Signs for every purpose. Your choice of 
individual letters or embossed name strips. For use in 
offices, hotels, clubs, banks, buildings, ete. Constructed 
in wood or metal frames, suitable for indoor or outdoor 


use. Illustrated literature sent upon receipt of your 
request. 


ACME DIRECTORY BOARD CORP. 


37 East 12th Street New York 3, N. Y. 


Luctte 
MEMO PAD BASE 


Executive Model. All sizes 
to fit Standard Calendar 
Pads. This striking design 
just in time for 1945 sales. 


Write for Catalog. 


ALMAC 2ezx 9x1 


322 East 23rd St. New York 10, N. Y. 


SF, toya Petty Thefts 


mh WonnER [ack does everything the or- 
: dinary lock can do—plus many things 
no other lock has ever done before. 
Instantly applied and will securely lock 
every kind of a drawer, file or door, 
(See Illustration). Also made to pro- 
tect the contents of show cases. No 
holes to drill—no nails or screws, no 
tools required. Two drawers may be 
—— secured with one WONDER [ock by the 
List Price $2.50 use of brace plate furnished. 
Every store, office, factory and home a prospect. Used by U. S. govern- 
ment. Write at once for price and full particulars. 


ONDER lock 53 W. mam 


Chicago 4, Ill. 


RUBBER 
STAMPS 


Save Time 


IF YOU SAVE TIME 
YOU LENGTHEN LIFE 


WRITE FOR 
PRICES. 
SEND US YOUR 
ORDERS. 


SAMUEL F. CURRY, INC. 


231 Chestnut St., Phila., Pa. 
Market 0990-0991. In a Hurry—Call Curry—Main 6306 


January, 1945 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


When writing advertisers please mention Orrice Equipment Dicest 73 
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BERNARD 


OFFICE NECESSITIES 


150 Standard - 152 Midget 


STAPLE REMOVERS 


Send for Catalog 
of Tools that ae 


STATIONERY TOOL DIVISION, 


66, 
eee ore | to You: 


THE WILLIAM SCHOLLHO 
WH 


PROTEX CUFF SHIELDS 
Soar with Cool Weather 
and Long Sleeves 


All Plastic. 
Practical as well as decorative. 

Easy and simple adjustment to wrists 
(Ne nuisance bands, buttons, etc.). 
Each pair in individual imprinted envel- 

ope. 
Retails at 25c per pair. 
3 dozen to a box. 
Immediate Delivery 


PLASTEX CO. 


727 Seventh Avenue 
New York 10, N. Y. 
WA. 9-1320-1 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 
Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 

All completely rebuilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N. Y. GRamercy 3-3741 
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HONOR ROLL 
x PLAQUES x 


Dignified Tributes to Your Men 
in the Services 
These Victory Cast Honor Rolls 
with raised letters present impres- 
sively the names of those you 
would honor. Cast in a material 
that both looks and feels like 
Bronze. $end for Illustrated Lite: 


Arrange now for Postwar Bronze 
[ Tablets. Avoid delay later. 


“UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, NEW YORK 12.N. Y. 


tz. 


PAYROLL CALCULATION 


The Nation-Wide Wage Rate Calculation 
= 66 Book Saves Hours of Valuable Time. 


A BOOK—NOT A GADGET!!! 
Over 30,000 Precalculated Figures, 5x7” 
64 pages, Spiral Bound . . No Slide Rules. 


NOTHING TO FIGURE 
Know the Hourly Rate and Hours Worked, 
and Simply Copy the Amounts . 

WAGE RATES 40c to $1.50 PER HOUR 
To 80c in lc Steps; To $1.50 in Se Steps; 
With Supplemental Rates for the In-Be- 
tween Rates. All Rates Listed in % Hour 
Units. G'vine 50 hours Straight Time, 20 
Hours Time & Half, 10 Hours Double Time. 
250 inserts furnished with § .80 
euch dozen books ordered. fob. 
Sample $1.00. In dozen lots n.y.c. 


THE COLONIAL CO. 
2954 Quentin Rd., Bklyn, 29, N. Y. 
DEwey 9-2844 
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ROLL TICKETS 


COAT ROOM—PARKING 
BAGGAGE—REPAIR CHECKS 
CASHIER CHECK PADS 
COUPON RAFFLE BOOKS 
RESTAURANT CHECKS 
MENU SHEETS 
SALESBOOKS 


IMMEDIATE SHIPMENT FROM STOCK 


AMERICAN TICKET COMPANY 
515 GREENE AVE. BROOKLYN 16, N. Y. 


Canes Global War Atlas 


A Leader in the Low- rice 
Map-Making Field. 


——_e——_ 


12 x 15 inch De Luxe Maps in color cover 
the World. Comprehensive Index embraces 
over 300 countries, islands, and many 
practically unknown places. Index gives fi 
page reference for quick location of all 
battle fronts. Printed on fine super. Easy- 
to-read type. 32 pages. Board covers. 
Order direct from ad or send for $100 


2. List price only 
The George F. Cram Company, Inc. 
Maps, Atlases, and Globes Since 1867 
730 East Washington St., Indianapolis 7, Ind. 


Bulletin G.A. 
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ss BATES QUALITY OFFICE AIDS 


| MARK A MODERN OFFICE 
| Supplied by a Progressive Dealer! 


Bates MunKee Pad re- 
versible filler gives double 
life. Handsome, sturdy, 
economical. 


ie 
| 


Bates Stapler makes its 
own staples, 5,000 in one 
loading. Can’t jam or clog. 


Bates List Finder finds phone 
numbers, addresses and other 
data instantly. Just move the 
arrow and press the tab. 


Bates Numbering 
Machine, the stand- 
ard of quality for 
more than fifty years. 


pate 


' Bates Numbering Machines, Staplers, List Finders, File oo” 
: MunKee Pads, Perforators, Eyeleters, etc. 

_ The Bates Manufacturing Company, Orange, N. J. 

% ics see rift 30 Vesey St., New York 7, sid il 
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Pretty Dolly Do-it-well 

Delayed, again, past quitting bell. 
Now, perhaps, she'll miss her date; 
Her machine has mado her late. 


REA 
f oo 
mal ez 
Dictation from the >resident 
Retyped ten times ... could not be sent. 
Type c:ipped end blurred and doubled back; 


Hit lisht and dark and jumped off-track. 


wat 


Now Dolly's really xct to blame; 


It's her machine should blush with shame. 
The space bar doesn't work so well; 
The "e" fills up and looks like "1". 


The keyboard canno* keep the pace. 
It jams ... and DPslly must erase. 
The wonder margin'’s not so hot ... 


Won't stop the carriage on the dot. 
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CAdvice TO THE Carcworn... 
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Underwood Elliott Fisher Company 
One Park Avenue, New York 16, N. Y. 


And as she wept and wrung her hands, 
Recalling school work that was grand 
Then ... at last she understood! 
At school, she used an Underwood. 


Ne 


~@ Xd 
Speak up, Dolly. You know how. 
Tell your boss to "do it now”. 
If he really wants perfection, 
He must purchase your selection. 


AB st 


And here's = reason even better ... 
His picture is in every letter; 
Since he wants that picture good, 
Tell him ... "Buy uw: Underwood!" 


| Dear Boss: 


There's a Picture 


of you in every 


letter she Writes. Give her an 


U 
nderwood, as soon as they 


“re available*, so she can make 
that picture clean- 


cut and appealing, 


= i 
ER...BETTER! Piitzze-:: : 
a 
*Underwood Typewriters are avail. 


able now subject to War. 
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